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Preface: Introduction to PRweb

Preface: Introduction to PRweb

The AcquiLine suite of products, developed by American Management Systems (AMYS), is
targeted at achieving paper-free business processes. AcquiLineisaweb-based product suite that
isa“bolt-on” to the Standard Procurement System (SPS) program’ s Procurement Desktop-
Defense (PD?) system. The AcquiLine PRweb module is a direct paperless channel between the
requesting agent and a Contracting Office’'s PD? database. With the PRweb module, the
reguesting agent can create Purchase Requests, with attachments, for supplies and services directly
from a desktop web browser. After creating a Purchase Request, the PRweb user can route it to
other PRweb users in the organization for additional information, changes, funding commitment,
and package approval, all according to locally defined business practices. Once the Purchase
Request is approved, the information is saved directly to the PD? database at the Contracting
Office. Procurement officials can then utilize the full power of PD? to fulfill the requirement as
submitted, or can route the requirement back to the PRweb user if further clarification is needed.

The PRweb module also allows customers to view PR status information through their desktop
web browser. This capability saves the requesting agent and Contracting Office valuable time,
providing customer self-service rather than necessitating a phone call or e-mail statusinquiry to
the Contracting Office.

The PRweb Functional User’s Guide is designed to be a comprehensive manual providing detailed
procedures for the various system features of the product. The effective use of this manual isto
ensure successful use of PRweb. The manual is divided into twelve sections: Getting Started,
PRweb Desktop, Account Maintenance, Purchase Request, PR Modifications, Line Item,
Attachments, DD254, Workflow, Reports, Transfer Document and Help.

AcquiLine PRweb v2.3 1 July 29, 2002
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Chapter 1: Getting Started

Chapter 1: Getting Started

The PRweb desktop allows the requesting agent to
successfully perform procurement-related tasks. A
requesting agent in PRweb has the capability of
creating, viewing, editing, routing and approving PRs
from the PRweb desktop. Maintenance of the PRweb
user account allows the user to access PRweb, «  Register for access to PRweb
become familiar with desktop functionality and set
user preferences.

In This Chapter...

Using the functions described in this
chapter you can:

e Log onto PRweb

Accessing PRweb

A valid user account is required to access PRweb. To obtain an account, the registrant must
complete the registration form, which then needs to be approved by the designated System
Administrator. Alternatively, a user account can be created directly by the System Administrator.
Upon completion of either of these two options, the user can log on to the PRweb module. The
login process requires the registrant to successfully enter a username and password. Upon
successful log on, the user has access to the PRweb desktop and can participate in the
reguirements phase of the procurement process.

AcquiLine PRweb v2.3 2 July 29, 2002
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Chapter 1: Getting Started

Information Tab
The L ogin window opens to the Information tab. The Information tab provides alocation in

which the System Administrator can post information or messages for PRweb usersto see. Itis
recommended that the user read the Information tab upon login.

Information | Lu:-ginl Registration

Inforrmation instructions rnay be edited in Site Managervent.

Y

Figure1: Login—Information Tab
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Chapter 1: Getting Started

Login Tab

PRweb users can access the PRweb module via the L ogin window.

Figure2: Login —Login Tab

To log on to the PRweb module;
1. Click the Login tab from the L ogin window.
2. Enter the username in the Username field.

3. Enter the corresponding password in the Password field.

Note:  The password entered must be a minimum of 8 characters including one or more special
characters (e.g., “%" or “#").

4. Click the[Login] button.

AcquiLine PRweb v2.3 4 July 29, 2002
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Chapter 1: Getting Started

Registration Tab

The Registration tab is the location in which a person begins the registration process to become a
PRweb user.

To register as a PRweb user:

1. Select the Registration tab from the L ogin window.

Infarmation | Login Registratiunl

Reqistration instructions may be edited in Site Management.

Reqistration |

Figure 3: Login — Registration Tab
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Chapter 1: Getting Started

2. Click the [Registration] button.
The Registration Form window opens with the User tab displayed.

User Tab

: Regiztration Form [_ (O] x|

Farm

User | Cu:nntau:tl Grn:nupsl

Ilzermarme: I

Paszward: I

"Werify: I

Fequested Rights:

[ Administratar

[ “iew FRweb PRz in Status Feport
[ Wiew &ll FRs in Status Feport

|'W'arning: Applet \wWindow

Figure4: Registration Form —User Tab

1. Enter ausername in the User name field.

Note:  All username information is account specific. No two users may have the same
username.

2. Enter apassword in the Password field.

Note: The password entered must be a minimum of 8 charactersincluding one or more special
characters (e.g., “%" or “#").

3. Verify the password by re-entering it in the Verify field.

4. If applicable, select the Administrator check box.

Note: TheView PRweb PRsin Status Report check box and View All PRsin Status Report
check box are disabled if the Administrator check box is selected.

5. If applicable, select the View PRweb PRsin Status Report check box.

Selecting the View PRweb PRsin Status Report check box requests the right to use the PR
Status Report function to view PRs that have been created in PRweb and reside in PD?. For
more information on PR Status Report, refer to the “PR Status Report” section in Chapter
10: Reports.

AcquiLine PRweb v2.3 6 July 29, 2002
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Chapter 1: Getting Started

6. |If applicable, select the View All PRsin Status Report check box.

Selecting the View All PRsin Status Report check box requests the right to use the PR
Status Report function to view al PRs that reside in PD? including PRs created in PRweb.
For more information on PR Status Report, refer to the “PR Status Report” section in
Chapter 10: Reports.

Contact Tab
1. Click the Contact tab.

The information contained on the Contact tab provides a profile for the user account. The
contact information includes Contact Name, Title, Phone number, Fax number, E-mail
address and a Requesting Office address. If contact information needs to be changed or
updated after registration, contact the PRweb System Administrator.

: Registration Form Hi=] E3

Farm

Uzer ‘Contact | Groups |

[~ Check here if you are an existing Contact in PO, Then press
the Select button below to find your Contact profile.

Selest. | Eemeye |

Contact Marme: I

Title:

|
Phone: I Fam:
E -mail: I

R equesting
Office:

Select... |

|Warning: Applet Window

Figure5: Registration Form — Contact Tab

Note:  Select the Check hereif you are an existing Contact in PD?... check box to choose an
existing contact in PD? This activates the [Select] and [Remove] buttons. Clicking the
[Select] button allows the registrant to search for existing contact information contained
in PD% Clicking the [Remove] button erases any contact information previously pulled
from PD? If an existing contact is selected, the fields on the Contact tab populate with
the information pertaining to that contact.

2. Enter anamein the Contact Name field.

Thisisarequired field. The contact name displaysin the user list when creating route
templates, routing sheets and groups.

3. Enter the contact’stitle in the Title field.

AcquiLine PRweb v2.3 7 July 29, 2002
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Chapter 1: Getting Started

4. Enter the contact’ s phone number in the Phone field.
5. Enter the contact’ s fax number in the Fax field.

6. Enter the contact’s e-mail addressin the E-mail field.
Thisisarequired field.

7. Click the [Select] button to select a Requesting Office.
The Requesting Office Contact Search window opens.

Note: The Requesting Office field on the PR defaults to the Requesting Office selected by the
contact during the registration process. The registrant can search for an existing contact
or add a new one.

Requesting Office Contact Search

Search Criteria Search By

IE i Code ™ Organization Mame

" Contact Mame " Phone Mumber
Search | el et | Cancel I £ State € Zip Code
Contact | Code | Crganization | City | State | Zip Code FH

Kl 3

|Warning: Applet Window

Figure 6: Requesting Office Contact Search Window

8. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

9. Highlight the desired Requesting Office and click the [Select] button.

The Contact tab displays with the selected Requesting Office in the Requesting Office
field.

AcquiLine PRweb v2.3 8 July 29, 2002
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Chapter 1: Getting Started

i Registration Form Hi=] E3
Form

Uzer Contact | Groups |

[T Check here if vou are an existing Contact in P02, Then press
the Select button below ta find your Contact prafile.

Select. | Hemoyve |

Contact Mame: Iacquser'l

Title: |acquser1

Phone: |555-432'| Faw: |5B5-4321

E-mail: Iacquseﬂ (Bjag.cam

Requesting Training Center ﬂ
Dffice: ATTH: ATZ)-DOC

Remaoyve | Building 4340 LI

|'W'arning: Applet \wWindow

Figure 7: Registration Form — Contact Tab
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Chapter 1: Getting Started

GroupsTab
1. Click the Groupstab.

The PRweb module utilizes groups to organize users with commonalties and helps to organize
the approval trail. There are two tabs within the Groups tab, the Member tab and Manager
tab. The Member tab allows the registrant to request membership of a group and the Manager
tab allows the registrant to request to be a manager of a group.

Member Tab

The Member tab allows a registrant to request membership of agroup. The PRweb routing
components allows the user to route PRs to groups of users. For more information on routing,
refer to the “Routing” section in Chapter 9: Workflow.

: Regiztration Form [_ (O] x|

Farm

Llserl Cortact Groups |

Member | Managerl

Mamne | Drescription Add...

EEmowe |

|'W'arning: Applet \wWindow

Figure 8: Registration Form - Groups Tab - Member Tab

1. Click the[Add] button to search for a group.
The Group Search window opens.

Note: Itisnot required that aregistrant be a member of a group.

AcquiLine PRweb v2.3 10 July 29, 2002
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Chapter 1: Getting Started

Group Search
Search Criteria Search By
IE {+ Marme " Dezcription

Search | Selest | Cancel |

M ame | Dezcription

|Warning: Applet Window

Figure 9: Group Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

3. Highlight the desired group(s) and click the [ Select] button.
The Member tab displays with the selected group(s).

Note:  Multiple groups can be selected by pressing the <CtrI> key and clicking on the desired
groups.

AcquiLine PRweb v2.3 11 July 29, 2002
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: Registration Form Mi=] E3
Form

Llserl Contact  ‘Groups |

Member | Managerl

Marme | Crezcription i Add
Adrin Training 1

|Warning: Applet Window

Figure 10: Registration Form - Groups Tab - Member Tab

Note: For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

Manager Tab

The Manager tab allows a registrant to request to be a manager of one or more groups.
Managers of groups can use PR Status Reportsto view PRsthat currently reside in PD? and
were created by members of the groups they manage. For more information on PR Status
Report, refer to “PR Status Report” section in Chapter 10: Reports.

AcquiLine PRweb v2.3 12 July 29, 2002
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: Registration Form Mi=] E3
Form

Llserl Contact  ‘Groups |

Member Manager |

M arne | Deszcription Add...

HEmoye |

|Warning: Applet Window

Figure11: Registration Form —Groups Tab - Manager Tab

1. Click the[Add] button to search for a group.
The Group Search window opens.

Note: Itisnot required that aregistrant be a manager of a group.

Group Search
Search Criteria Search By
IE ' Name ' Description
Search | Selert | Cancel |
M arme | Dezcription

|Warning: Applet Window

Figure 12: Group Search Window
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2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

3. Highlight the desired group(s) and click the [ Select] button.
The Groups tab displays with the selected group.

Note:  Multiple groups can be selected by pressing the <Ctrl> key and clicking on the desired
groups.

i Registration Form H=] E3

Farm

Llserl Cortact  Groups |

Member Manager |

I arme | D escription

Admin Training 1 ; :
H EmEye |

|'W'arning: Applet tindow

Figure 13: Registration Form —Groups Tab - Manager Tab

Note: For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

4. To submit the Registration Form, select Form - Submit from the Registration Form
menu bar.
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Functional User’s Guide



Chapter 1: Getting Started

S [=] E3

: Registration Form

Subrmit

Groups |
Canizel
TTEETTTEIE, acquzer]
Passward: Ixxxxxxxxx
l"."'Efif}': Ixxxxxxxxx

Requested Rightz:

[T Administrator

V¥ “iew PRweb PRz in Status Report
V¥ Miew All PR in Status Feport

|Warning: Applet Window

Figure 14: Submit Menu Option

An e-mail aert from the PRweb System Administrator is sent to the contact’s e-mail

Note:
address upon registration approval or rejection.
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Chapter 2: PRweb Desktop

File Menu In This Chapter...
The File menu provides desktop functionsto alow : ' Ay ey F
the PRweb user to update or exit the desktop. For (L:Jhs n?e:he ;Erlc;;?ns e szeile el &
these purposes, three components are provided in the apLer, y ;
File menu: Refresh Folder, Refresh All, and Exit. e Understand the desktop

functions and components
* Usethe Search feature
¢ Usethe Auto-Calendar feature

=18 %]

WI-W Freferencez Purchaze Reguest Help

Refresh Folder

Refresh Al

Exit
I ey
IJava Applet \Window

Figure 15: FileMenu
July 29, 2002
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Refresh Folder

The Refresh Folder menu option allows the PRweb user to refresh individual foldersto reflect
changes. For example, if a user gets an e-mail alert regarding a new PR in his’her Inbox, but does
not see the PR in that folder, he/she can highlight the Inbox folder and select File > Refresh
Folder from the desktop menu bar. This refreshes the Inbox folder with the new information and
the PR displays in that folder.

Refresh All

The Refresh All menu option allows the PRweb user to refresh al folders on the desktop to reflect
changes. For example, if a user adds an attachment to a PR but does not see the attachment icon
on the desktop, he/she can select File > Refresh All from the desktop menu bar. This refreshes
all folders on the desktop with any new information. The PR icon now reflects the addition of the
attachment.

Exit
PRweb users can exit the desktop by selecting File = Exit from the desktop menu bar.
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Using Desktop Components

The PRweb desktop isa Graphical User Interface (GUI) that provides the user control and
interaction with the program.

=101 x|

E-(] Archive

I mvay

IJava Applet \Wwindow

Figure 16: Desktop

Desktop Folders

The PRweb desktop is the large white area that holds all of the PRweb user’s PRsin four folders:
Drafts, Inbox, Outbox and Archive. Each folder represents a stage in the requirements
development process.

e The Draftsfolder contains PRs that have been created but not yet routed. PRs that have been
re-routed back to PRweb from PD? also display in the Drafts folder.

* ThelInbox folder contains PRs that have been routed to the user for review and approval by
another PRweb user.

*  The Outbox folder contains PRs that have been routed to another PRweb user.

»  The Archive folder contains PRs that have proceeded through the approval processin the
PRweb module and now reside in the PD database.

To access a document contained within a folder:

AcquiLine PRweb v2.3 18 July 29, 2002
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1. Click on the plus symbol (+) to open afolder and display the folder’s contents.

The (+) symbol denotes that a closed folder has one or more documentsin it.

2. Double-click the document to be opened.

Note:  The minus symbol (-) that displays directly to the left of an open folder allows the user to
close that folder.

Title Bar

A title bar displays the name of the window at the top of every window in the PRweb system.
Throughout this document, the name contained within the title bar is used as the window name.

: PRweb _[O[x] |

Figure17: Title Bar

Menu Bar

The menu bar allows the user to efficiently and quickly navigate through the various functions and
capabilities of the PRweb module. The menu bar is the strip of one or more words located across
the top of awindow, below the title bar. Each word in the menu bar can be selected to activate a
drop-down menu. Each drop-down menu contains words that relate to the various options
provided in the program that can be selected to link the user to that option.

File Administration  Help I

Figure 18: Desktop Menu Bar

Username

The username is displayed in the bottom right corner of the desktop. This identifies the user who
isloggedin.

Java Applet Window or Warning: Applet Window

Either the “Java Applet Window” or “Warning: Applet Window” message displaysin the
lower |eft corner of the PRweb desktop. It serves as areminder that the PRweb module is not a
program that resides on the hard drive of the user’s computer, unlike a word processor or a
spreadsheet program. The PRweb module is a Java Applet, a specia type of program that can be
used over the Internet.
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Search Function

There are two search functions available in PRweb, searching the database and searching alist.
The searching the database function allows the PRweb user to pull information directly from the
PRweb or PD? database. The searching within alist function allows the PRweb user to search a
list quickly.

Searching the Database

To conduct a search:

1. Click the [Select] button for the appropriate Sear ch box.

Requesting Office Contact Search
Search Criteria Search By
IE ' Code ™ Organization Mame
" ContactMame  © Phone Mumber
i~ State i~ ZFip Code
Hew...
Search | Selent | Cancel |
Contact | Code | Organization | City | State | Zip Code Ph
=l 3
|Warning: Applet Window

Figure 19: Sample Search Window

2. Qualify the Search Criteriafield by selecting the desired Sear ch By radio button.

The Sear ch By radio buttons enables the PRweb user to perform searches by specific
categories. The search results display the specific category alphabeticaly.

3. Definethecriteriain the Search Criteriafield.

The Search Criteria field allows the PRweb user to further define and refine the search
parameters. The PRweb module employs the universal search symbol (%) to aid in the search
process. The universal search symbol pullsall information pertaining to the designated search
parameter. For example, “A%” in the Requesting Office Contact- Sear ch field displays all
vendors beginning with the letter A. The % may also be used to search for a keyword. For
example, “%Army%" in the Requesting Office Contact Sear ch field displays all Requesting
Offices containing the word “Army.”
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Note: The Search Criteriafield is case-sensitive.

4. Click the [Sear ch] button.

Requesting Office Contact Search

Search Criteria Search By
|,.f_-.,|_,?g i~ Code ™ Organization Mame

" Contact Mame " Phone Mumber
T e D s £ 2Zip Code

Contact Code Crganization City State | Zip Code -
BREMDAM HAG SO7024 DPFRO PEMCO AEROPL BIRMIMGHAM AL 25202-2447
WO CONTACTS SOT024 DPFRO PEMCO AEROPL BIRMIMGHAM AL I5202-2447
H-5MITH DaaCo AMMISTOM ARMY DEFP AMNMISTOM AL 36207-5003
WO COMNTACTS DAACO1 AMMISTON ARMY DEP ANMISTOM AL 36201-5003
WO CONTACTS DuadHOT 54 MISSILE COMMAN REDSTOME AR AL 35898-5280
WO COMNTACTS DABTOZ 1.5, ARKY CHEMICAL . FORT MCCLELL AL J6205-5000
WO COMNTACTS DACADT J5A EMGIMEER DISTR MOBILE AL J6E28-0001
WO COMNTACTS DACwWOl  USAEMGIMEER DISTR MOBILE AL 3J6E28-0001
WO COMNTACTS DACAS? JSA EMGIMEER DIWISI HUMTSWILLE AL 35807-430
WO COMNTACTS DaACwWSE?Y  USAEMGIMEER DIVISI HUMTSWILLE AL 35807-4301
Kl 3
|Warning: Applet Window
Figure 20: Sample Search Results
5. Highlight the desired result and click the [Select] button.
AcquiLine PRweb v2.3 21 July 29, 2002

Functional User’s Guide



Chapter 2: PRweb Desktop

Searching Within A List

To conduct a search:

1. Click on the appropriate list.

: Registration Form Mi=] E3
Form

Llserl Contact  ‘Groups |

Member | Manager |
M arne Deszcription Add...
BLSH#1 Bus Level Security Remove |
BLSH2 BLSHZ
BLSH3 BLSH2
BLSH4 BLSH4
Group 2 Betzy's group 2
Group 3 Betzy's Group 3
Group 4 Betzy's group 4
TRA Training Group
TRA1 Training Group
TRaZ 2nd Training Group
TRAR Training

|Warning: Applet Window

Figure 21: Registration Form - Groups Tab - Member Tab

2. Enter search text.

The Starts with window opens.

Note:  More than one character may be typed in the Sear ch Text field.

Startz with. ..
Search Text: 0K |
IT Cancel |

|'W'arning: Applet \Wwindow

Figure 22: Starts With Window

3. Click [OK].
The search resultsis highlighted.
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i Registration Form
Farrmn

Llserl Contact  Groups |

=] E3

Member | Managerl

M arne | D eszcription Add...
Admin Training 1
ELS#1 Bus Level Security Remove |
BLSH2 BLSH2
BLSHI BLSH3
BLSH4 BLSH4
Group 2 Betzy's group 2
Group 3 Betzy's Group 3
Gru:uui 4 BetsE's imuE 4
TRA1 Training Group
TRAZ 2nd Training Group
TRAS Training

|Warning: Applet Window

Figure 23: Registration Form - Groups Tab - Member Tab
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Auto-Calendar Feature

The Auto-Calendar feature allows the PRweb user to quickly select a date from a calendar
interface.

To use the Auto-Calendar feature:
1. Placethe cursor inside the field that requires a date.

2. Press<Shift> and double-click the left mouse button.

[2002 5] Tos |

Sun Mon Tue ed Thu  Fri Sat
1 213|415 |67
8 2 11m1 121314

15 |16 | 17 | 18 | 19 | 20 | 21

2123124252627 |25

(8901 |12]

0]4 I Cancel I

Java applet \Window

Figure 24: Calendar Window

Note: A calendar displays with the current date as the default.

Note:  Clicking on the auto-calendar icon also displays the calendar. %

3. Usethe Month drop-down list box to select a different month if necessary.
4. Usethe Year drop-down list box to select adifferent year.
5. Click the desired day of the month in the calendar that displays.

6. Double-click the appropriate date or single-click adate and click [OK] to select and close the
calendar.
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Chapter 3: Account Maintenance

The PRweb desktop allows the requesting agent to
successfully perform procurement-related tasks. A
requesting agent in PRweb has the capability of
creating, viewing, editing, routing and approving
PRs from the PRweb desktop. Maintenance of the
PRweb user account allows the user to access
PRweb, become familiar with desktop functionality
and set user preferences.

Customizing the User Account

In This Chapter...

This chapter introduces the basic
information needed to begin working
with AcquiLine PRweb. Thisincludes:

e Customizing the user account

The Prefer ences menu allows the PRweb user to customize his'her user options. The Pr eferences
menu contains five options. Change Ar chive Days, Change Password, Route Templates,

Change E-mail Address, and Out of Office.

AcquiLine PRweb v2.3 25
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M=l
Purchaze Request Help
E Change Archive Days. ..
o & Change Pazzward...
P = Route Templates...
Change E-mail Address...
Ot of Office...
| e
|Warning: Applet Window

Figure 25: Preferences Menu Option

Change Archive Days

The Change Ar chive Days menu option allows the PRweb user to specify the number of days that
PRs are displayed in the Archive folder. Changing the number of days overwrites the default set
by the System Administrator.

To change the number of archive days:
1. Fromthe menu, select Preferences - Change Archive Days.
The Archive Days window opens.
Archive Days

Enter the number of dayz., from the
creation date, that PR documents are
wigible from within the Archive folder.

s

k. Cancel

|Warning: Applet Window

Figure 26: Archive Days Window
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2. Enter the desired number of days.

3. Click [OK] to save the Archive Days setting.

The Attention window opens.

Attention

& “our Archiving D ayz value has been updated.

|Warning: Applet Window

Figure 27: Attention Window

4. Click [OK] to return to the PRweb desktop.
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Change Password
The Change Passwor d feature allows the PRweb user to change his’her login password.

To change passwords:

1. Fromthe menu, select Preferences > Change Password.

Change Pazsword

Qld Paszword: ||

Mew Pazzward: I

Werify: I

k. Cancel

|'W'arning: Applet tindow

Figure 28: Change Password Window
2. Enter the current password in the Old Password field.
Thisisarequired field.

3. Enter the desired password in the New Password field.
Thisisarequired field.

Note:  The password entered must be a minimum of 8 charactersincluding one or more special
characters (e.g., “%" or “#").

4. Re-enter the desired password in the Verify field.
Thisisarequired field.

5. Click [OK] to change the password.

The Attention window opens.

Attention

& Your pazsword has been changed.

|Warning: Applet Window

Figure 29: Attention Window

6. Click [OK] to return to the PRweb desktop.
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Route Templates

The Route Templates feature allows the PRweb user to create his’/her own specific route
templates to complement current approval processes. Only users with appropriate security rights
can create route templates. Members of security groups that only have routing access to specific
templates can choose from those templates to which they are assigned when routing aPR. The
routing sheet populates with the contents of the template. Therefore, the order in which users are
put on the route template is the order in which the PR is routed.

Creating a Route Template

The PRweb user can create new route templates. Route templates can be created to complement
current approval processes.

To create aroute template:

1. Fromthe menu, select Preferences - Route Templates.

i Templates _ | O]
Mame | Dezcription CNew |
Adrir. Admiristrators Termplate ;
T esting Test Template Edity.. |
[IEELE |
| T S Cloze
|Warning: Applet \Window

Figure 30: Templates Window

Note: For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.
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2. Click the [New] button.

The Template — New window opens.

Template - Hew Ed

I arne; ||

D ezcription; |

View Boutees By : ¢ Lzer
" Group

s

Haon-tembers tembers

ACQUSERC
ACH USER D

ACQ USER E
ACO USER F | -]
ACQUILINE USERA,

ACQUSER B

ACOUSERTO

ACOUSERTD
AL GAMNZEMULLER
BEaREARS E BROCK -

Route to POE User: I Select.. |
Yiew Groups... | ] | Cancel |

|Warning: Applet Window

Figure 31: Template— New Window

3. Enter aunique template name in the Name field.
A unigque nameis required for each template. The Name field holds up to 30 characters.

4. Enter adescription for the new template in the Description field.
The template description alows the System Administrator to further clarify the route template
he/sheis creating. The Description field holds up to 255 characters.

5. Select members for the new template by highlighting desired users from the Non-M ember s
list box and clicking the [ p ] button.

Note: For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

Note: The Non-Memberslist box displays all available usersto add to the route template. As
users are added to the route template their usernames display in order selected in the
Member slist box and are subsequently removed from the Non-M ember slist box.
Members can be removed from the route template by highlighting the desired user from
the Memberslist box and clicking the[ 4 ] button.
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6. Select the Group radio button from the View Routees By field.
7. Select amember from the Non-Memberslist.

8. Click the[View Group] button.
The Groups (Read Only) window opens.

i Groups [Read Only) M=l E3
Mame Dezcription = Cpen... |

BLSH# Buz Level Security

BLSHZ BLSH2

BLSHI BLSH3

BLSH4 BLSH4

Group 2 Betzy's group 2

Group 3 Betzy's Group 3 =

Group 4 Betay's group 4

Group & Betzy's Group &

Group B Betzy's group B

Group 7 Betay's group 7 -

< T v Cloze

|Warning: Applet \Window

Figure 32: Groups (Read Only) Window

9. Click the[Closg] button to return to the Template — New window.
10. Click [OK] to save the new template and return to the Templates window.

11. Click the [Select] button next to the Route to PD? User field.

The Select PD? User window opens.

Select PD% Uszer Ed

PO Uzers
Drarninic Joel

Sarah Jopce
System Administratar

Celect i Cancel

|Warning: Applet Window

Figure 33: Select PD? User Window

12. Highlight the appropriate Contract Official.
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13. Click the [Select] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

Note: At least one member and a PD? user must be added to the new template before saving it.

14. Click [OK] to save the new template and return to the Templates window.
15. Click the [Closg] button to return to the user’s desktop.

Editing a Route Template
The PRweb user can edit existing route templates to add or remove users from the template.

To edit aroute template:

1. Fromthe menu, select Preferences > Route Templates.

The Templates window opens.

i Templates _ | O]
Mame | Dezcription CNew |
Adrir. Admiristrators Termplate ;
T esting Test Template Edity.. |
[IEELE |
| T S Cloze
|Warning: Applet \Window

Figure 34: Templates Window

2. Highlight the route template to be edited.

Note: For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.
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3. Click the [Edit] button.

Template - TEST Ed

M ame: {TEST

D ezcription; Itesters

Yiew Houtees By -

e |Jzer
" Group

Haon-tembers

s

ACQUSERC
ACH USER D
ACO USERE
ACO USER F
ACQUILIME USERA
ACOUSER B
ACOUSERTO
ACOUSERTD
AL GAMNZEMULLER
BEaREARS E BROCK

tembers

Foute to PDE Uzer: I System Administrator

Select... |

Yiew Groups... |

ok |

Cancel

|Warning: Applet Window

Figure 35: Template - <Template Name> Window

4. Edit the template description in the Description field if necessary.

Note:

The name in the Name field is not editable.

5. Select additional members for the template by highlighting desired users from the Non-
Memberslist box and clicking the[ p ] button.

Note:

For aquick way to search alist, refer to the * Searching Within A List” section in Chapter

2: PRweb Desktop.

Note:

The Non-M ember s list box displays all available usersto add to the route template. As
users are added to the route template their usernames display in order in the M embers

list box and are subsequently removed from the Non-M ember s list box. Members may
be removed from the route template by highlighting the desired user from the Members
list box and clicking the [ 4 ] button.

6. Select the Group radio button from the View Routees By field.

7. Edit the members from the Non-M emberslist if necessary.

8. Click [OK] to save the new template and return to the Templates window.

AcquiLine PRweb v2.3
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9. Click the[Select] button next to the Route to PD? User field to change the PD? user.

The Select PD? User window opens.

Select PD% Uszer Ed

PO Uzers
Drarninic Joel

Sarah Jopce
System Administratar

Celect i Cancel

|Warning: Applet Window

Figure36: Select PD? User Window

10. Highlight the appropriate Contract Official.

11. Click the [Select] button.
The PD? user selected displays in the Route to PD? User field on the routing sheet.

Note: At least one member and a PD? user must be included on the template before saving it.

12. Click [OK] to save the changes and return to the Templates window.

13. Click the [Close] button to return to the user’s desktop.
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Deleting a Route Template
The PRweb user can del ete existing route templates.

To delete aroute template:

1. Fromthe menu, select Preferences> Route Templates.

The Templates window opens.

i Templates _ | O]
Mame | Description T Mew |
Adrnin. Administrators Template

Tezting Test Template |

Cloze

1 | »
|Warning: Applet \Window

Figure 37: Templates Window

2. Highlight the route template to be deleted.

Note: For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

3. Click the [Delete] button.
The Confirmation window opens.

Confirmation
@ “ou are about o delete this route
ternplate. Would you like bo continue?
............ e m
|Warning: Applet Windaw

Figure 38: Confirmation Window

4. Click the[Yes] button.
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Change E-mail Address

The Change E-mail Address feature allows the PRweb user to change their e-mail address as
defined in the contact information. The e-mail address denotes where all PRweb generated alerts
are sent.

To change your e-mail address:

1. Fromthe menu, select Preferences> Change E-mail Address.

The Update E-mail Address window opens.
Update E-mail Address

PRweb User

Current E-mail Address; Iiau:k_reynnlds@ams.cclm

Mew E-mail Address: ||

k. Cancel

|Warning: Applet Window

Figure 39: Update E-mail Address Window

2. Enter the new e-mail addressin the New E-mail Addressfield.

3. Click [OK] to save the changes.

Out of Office

The Out of Office feature allows the PRweb user to specify a date range that the user will be
away. The user can also specify another PRweb user that the “out of office” user’s workload will
be forwarded to while the “out of office” user isaway. E-mail notification is sent to the “out of
office” user informing the user that a PR or PR Mod has been forwarded to the designated
alternate. Oncethe Last Day Out of Office passes, the user’s workload will not be forwarded to
the designated user.

To specify out of office information:

1. From the menu, select Preferences > Out of Office.

Out of Office window opens.
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Out of Dffice E x|

[~ Out of Office Activated

First Dray Out of Office: || éwl‘
Last Day Out of Office: | éwl‘
Fonwarding 'workload to PRweb Lser: Select... |

ok | Cancel I

Wiarning: Applet Window

Figure 40: Out of Office Window

2. Select the Out of Office Activiated check box.

3. Enter the appropriate date in the First Day Out of Office field.
Thisisarequired field.

4. Enter the appropriate date in the Last Day Out of Officefield.
Thisisarequired field.

Note: TheFirst Day Out of Office and Last Day Out of Office dates can be entered manually
or by using the Auto-Calendar feature. For more information on the Auto-Calendar, refer
to “ Auto-Calendar Feature” section in Chapter 2: PRweb Desktop.

5. Click the [Select] button next to the Forwarding Workload to PRweb User field.
The Select PRweb User window opens.

Select PRweb Uszer

s

Auailable PRweb Users -

30 CHARACTERS USER 1D ™
ACCEPTOR FOUR
ACCEPTOR ONE
ACCEPTOR THREE
ACCEFTOR TWO

ADAM AMDREWS
ARDREW
ACILAFIMA

Alex Schefer

B 'ratson

Select. . Cancel

|'W'arning: Applet \Wwindow

Figure41: Select PRweb User Window

AcquiLine PRweb v2.3 37 July 29, 2002
Functional User’s Guide



Chapter 3: Account Maintenance

6. Highlight the user and click the [Select] button to select the desired user.
The selected user displaysin the Out of Office window.

Out of Dffice x|

¥ Ot of Office Activated

First Dy Olut of Oiffice: I':'?-"':'E‘-"UE éwl‘

Last Day Out of Dffice: [07/22/02 %"":I

Forwarding ' orkload to PRweb User: ADaM ANDREWS Delete. . |
ak. | Cancel |

Warning: Applet Window

Figure42: Out of Office Window
7. Click [OK] to save the Out of Office configuration.

8. Click [Cancel] to cancel the Out of Office configuration.

To remove out of office information:

1. From the menu, select Preferences > Out of Office.

Out of Dffice x|

¥ Ot of Office Activated

First Dy Olut of Oiffice: I':'?-"':'E‘-"UE éwl‘

Last Day Out of Dffice: [07/22/02 %"":I

Forwarding ' orkload to PRweb User: ADaM ANDREWS Delete. . |
ak. | Cancel |

Warning: Applet Window

Figure 43: Out of Office Window

2. Clear the Out of Office Activated check box.

The First Day Out of Office, Last Day Out of Office, and Forwarding Workload to
PRweb User fields are cleared.
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Out of Office

r

Figure 44: Out of Office Window

3. Click [OK] to save the Out of Office configuration.

4. Click [Cancel] to cancel the Out of Office configuration.

AcquiLine PRweb v2.3 39 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

Chapter 4: Purchase Request

The Purchase Request (PR) document isthe principle In This Chapter...

document supported within PRweb. The PRweb

module allows the requesting agent to create, route, Using the Purchase Request
approve, and submit the PR to the Contracting Office. functions described in this chapter,
The electronic interchange of the PR, and the ability of pALBICE I
the requesting agent to track the status of the PR, «  Create and Manage PRs
provides an integrated solution to support paperless :
acquisition. e Manage Funding Sources

e Manage Funding Strips

Creating a New Purchase Request +  Manage Job Orders

To create a new Purchase Request:

1. Fromthe menu, select Purchase Request > New.

i PRweb Mi=]

Help

File Preferences [giigtErNel=lallE

) =

LE SUmTETL. .

[Eap.

B2 Archive

[Melete

PR Statuz Report. ..
Standard Feparts. .

Ererumtaen..
Ehaute..,

=

vt pprasal Histen,,

I acquzer]

|Warning: Applet Windaw

Figure 45: New Purchase Request Menu Option
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2.

The PR Header displays at the top of the Purchase Request window and is visible from
every tab of the Purchase Request window.

1 Purchasze Request - New _ O] x|
File  Line Item
Drezcription Purchagze Reguest Humber
Purchase | |
Requeat Requizition Date DPRAS Prionty Rating | Priority
J14-5ep-2000 | |

Figure 46: Purchase Request Header

Enter a description in the Description field.

The Purchase Request description allows the PRweb user to assign a descriptive reference of
up to 60 characters. Thisfield isrequired to save a PR.

Enter a unique number in the Purchase Request Number field.

The Purchase Request number allows the PRweb user to assign a unique alphanumeric
combination of up to 30 charactersto the PR. Duplicate PR numbers are not allowed. This
field isrequired to save aPR.

Enter the Defense Priority Allocation System (DPAS) Priority Rating in the DPAS Priority
Rating field.

Thisfield holds up to 6 characters.

Enter the appropriate priority number in the Priority field.
Thisfield holds any number between 1 and 15.

Note:  The PRweb module automatically assigns a date/time stamp called the Requisition Date,

to the PR upon creation. Thisfield is not editable.
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Main Form Tab

The Purchase Request opens to the Main Formtab. The Main Form tab contains information
regarding the Requesting Office, I ssuing Office, Suggested Vendors, Type of Action and

Comments.
=
File  Line Item
D ezcription Purchaze Reguest Mumber
Purchase |
REqUESt Requizition D ate DPAS Prionty Rating | Prianty
J25-Jun-2002 | |

Main Form | Line tem | Contracts | Aol Data |

R equesting Office Select | | Type of Action

MayAL COMMUNICATIONS DET. 'WaASHINGT | Small Purchase " Grants/Coops Adgreement
" Competed Contract "~ Sealed Bid

oIl NEUEL, DG 21K ~ Mon-Competed Contract € FS5/G54 Schedule

dl | LI " Manufacturer Sole Source © Commercial

Is3uing Dffice Delete I " Delivery Order " MIB A MISH /FRI
€ Task Oider

\ALTER REED ARMY MEDICAL CENTER «
DIRECTORATE OF CONTRACTING c \
ATTH: HSHL-ZC, BUILDING T-20 - ormments
»
Add

Y e Natalal

4| |
Suggested Wendon(z) |

Warning: Applet YWindow

Figure 47: Purchase Reguest - New —Main Form Tab

1. Select the appropriate Type of Action radio button.

Note:  The Requesting Office and I ssuing Office fields default to the Requesting Office
defined in the creator’ s user account on the Contacts tab.

2. Click the [Select] button next to the Requesting Office field.
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The Requesting Office Address Search window opens.

Requesting Office Addrezs Search E

Search Criteria Search By

IE %' Code " Phone Mumber

™ Organization " Zip Code
Search | HElEnt | Cancel | € State
Code | Organization | Street City | State| £ip Eu:u:le| A

0| 3

|'W'arning: Applet ‘WwWindow

Figure 48: Requesting Office Address Search Window

3. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter

2: PRweb Desktop.

4. Highlight the desired Requesting Office Address.

5. Click the [Select] button.

The Main Form tab displays with the selected Requesting Office in the Requesting Office
Addressfield.

6. Click the[Select] button next to the | ssuing Office Address field.
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The Issuing Office Address Search window opens.

Iszuing Office Address Search

Search Criteria Search By

IE * Code " Phone Murmber

" Organization " Zip Code
Search | Selewt | Cancel | " State
Code | Organization | Street | City | Statel Zip I::::-:Ie| A

Kl 3

|Warning: Applet Window

Figure 49: Issuing Office Address Search Window

7. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

8. Highlight the desired Issuing Office Address.

9. Click the[Select] button.

The Main Form tab displays with the selected Issuing Office in the I ssuing Office
Addressfield.

10. Click the[Add] button next to the Suggested Vendor (s) field.

The Suggested Vendor (s) field allows the PRweb user to identify potential
suppliers/contractors for the request. Vendor information is pulled from the PD? database.
The PRweb module user cannot create new vendor profiles; the Contracting Office must do
this via PD?.
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The Vendor Address Search window opens.

Yendor Address Search
Search Criteria Search By
IE % Code " Phone Murmber
" Hame " Zip Code

Search | Select | Cancel | " State

Code | Crganization | Street | City | State| Zip Code | H

=l 3
|Warning: Applet Window

Figure 50: Vendor Address Search Window

11. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

12. Highlight the desired Vendor Address.

13. Click the [Select] button.
The Main Form tab displays with the selected vendor(s) in the Suggested Vendor(s) field.

Note: The[Add] button becomes the [M or €] button after selecting one Suggested Vendor (s).

14. Enter comments about the requirement into the Comments field.
Thisfield holds up to 255 characters.
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Additional Suggested Vendors

1. Click the[Mor €] button next to the Suggested Vendor (s) field.
The Vendor Summary View window opens.

T Vendor Summary Yiew

M=l
Vendor Summary View
aM724 AMERICAM MANAGEMEMT 4114 LEGAT! FAIRFAX WA 22033 FO3-227-504
182037705 BALL AERDSPACE 10LOMGS D BROOMFIELD CO  20020-251
=l 3
"""""" .-’-'u:lu:II Remowve ak Cancel
|Warning: Applet Window
Figure51: Vendor Summary View Window
2. Click the [Add] button.
The Vendor Address Search window opens.
Yendor Addresz Search E
Search Criteria Search By
IE &+ Code " Phone Mumber
= Mame i~ Zip Code
Search | Helent | Cancel | € State
Code | Organization | Shreet | City | State| £ip Code | A
| 3
|'W'arning: Applet window

Figure52: Vendor Address Search Window
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3. Enter Search Criteria, and click the [Sear ch] button.
Note:

For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

4. Highlight the desired Vendor Address.
5. Click the [Select] button.

The Main Form tab displays with the selected vendor(s) in the Suggested Vendor(s) field.

Remove Suggested Vendor

1. Click the[More] button next to the Suggested Vendor (s) field.
The Vendor Summary View window opens.

1 ¥endor Summary Yiew

M[=] E3
Yendor Summary Yiew
EN724 AMERICAN MANAGEMENT 4114 LEGAT! FAIRFAX VA 22033 703227554
182037705 BALL AEROSPACE

10LONGS D BROOMFIELD CO  20020-251

.......... '&dd._l Remave

(1] 4 Cancel

|Warning: Applet Windaw

Figure53: Vendor Summary View Window

2. Highlight one or more vendors and click the [Remove] button.

3. Click [OK] to return to the Main Form tab.
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Line lItem Tab

The Line Item tab of the PR provides a summary of the line items on the PR. This summary
provides general information on line items for a PR such as Number, Description, Quantity,
Unit of Issue, Unit Cost, and Total Cost.

In PRweb, funding may be handled at the contract level or at the lineitem level. Contract level
funding may be entered on the Line Itemtab. To establish lineitem level funding, the information
may be added on the Funding tab in the Line Item Detail window. To create alineitem refer to
Chapter 6: Line [tem.

& Purchase Request - PRO101 : ;Iglil
File Line ltem

Dezcription Purchaze Reguest Mumber
Purchase | [uniforms [PrRO101
REqUESt Requizition Date DPAS Priority Rating | Priority
J24-Jun-zo02 3 3
Main Form ~ Line tem | Cotracts | Aol Data |
Total Funding: |$|:|_D|:| Contract Level Funding

* alyes may pe munded for digol3y guipose s,

| Murrber | Description | wsnitity ‘ Unit af lzsue Uit Cost Tatal Caost *

Total Cost: | F0.00

|Java Applet Window

Figure 54: Purchase Request - <Purchase Request Number> —Line Item Tab
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Creating a New Funding Source

PRweb users can create funding sources at the contract level. The System Administrator grants
user rights to manage funding information. If the user does not have these rights, funding
information is read-only or not available.

1. Click the[New] button next to Contract L evel Funding.

The Contract Level Funding window opens.

Note:  If associated funding information is aready in the database, the [M or €] button displays
and the funding information displays in the table.

& Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaunt

1| [ »
ey Edlit... Delete Cloze |

|Java Applet wWindow

Figure 55: Contract Level Funding Window

2. Click the [New] button to add funding information.
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The Funding Sources - New window opens with the funding header displayed at the top.

The funding header includes the Document Number and the Total Estimated Cost of all
lineitems.

Figure56: Funding Sources—New Window

3. Tosearch for an existing funding strip, click the [M anage] button.
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The Funding Strip Search window opens.

Funding Strip Search x|
Search Criteria: IE Search By
* Code
Flewy... | Edit... | COpy... | Delete " User ID
Search | melect | Cancel I Template: IGIDhaI j
Code | =er D
1| [+
Java spplet Window

Figure57: Funding Strip Search Window

4. Select the appropriate template from the Template drop-down list box.

Note:

Selecting “Global” in the Template drop-down list box searches across all templates.

5. Enter Search Criteria.
6. Click the [Search] button.
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The search results display.

Funding Strip Search x|
Search Criteria: IE SIEEIEN B
& Code
Mewne... | Ecit... | Copy... | Delete i User ID
Template: I.ﬂ-.rm':.f ;I
Code U=er D
830E92991 111 111111111122 E] Py

21 2!‘-.-TI.-“-.I"1 2.5-..3..3..3.344555SCCCCCCCEB????BBDEEEIEQ'I TTH111111111 2222223F88883 FriEy

1| [ r

Java Spplet Window

Figure58: Funding Strip Search Window

Note:  Only funding strips that have been created by the user or released by the PD? System
Administrator are displayed.

7. If thedesired funding strip is not found skip to step 10. If it isfound, continue with step 8.
8. Highlight the desired funding strip and click the [Select] button.

9. Skipto step 14.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

10. If the funding strip is not found, click the [New] button.
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The <Default Template> Funding Strip — New window opens.

ArmyFundngStrp-mew x|
Funad Srip
Deperent Coded ) | Fiacel vean1) |
Approprisoniso Senboll 4] | Limdsluorid) |
Progeam Year(1) [ Coperatng Agenc(l) [
Abpirsand Sarisl Mumben L) | Prosgras Elsent( 110 |
Elamart of Resmaceid] | MDESSODEE |
Doecumiesd Rederence Mumkerr$) | Brcirnting Procssing Codes) |
Fisral Zistion Mumbsn(B) | L=t Dagitii) |
Sl Terplbe Somy | o | e
S Ahi Wiraline

Figure59: Army Funding Strip — New Window

Note:  The default funding strip template set by the System Administrator displays. If the
System Administrator has not selected a default template, you cannot continue

11. To changeto an aternate template, select another template from the Select Template drop-
down list box.

12. Enter the funding strip information in the appropriate fields.

Note:  Each field must either be filled out completely or left blank.

13. Click [OK].
The funding strip displays on the list of available funding strips in the Funding Strip
Search window.

14. Highlight the new funding strip and click the [Select] button to select the new funding strip.

15. Enter the appropriate fund amount in the Funded Amount field.

The Funded Amount field allows the PRweb user to enter the desired dollar amount to
correspond with the selected funding strip. (It isnot required to enter adollar sign.)

Note: The Funded Amount defaults to the total cost of all line items.

16. Enter an Accounting Classification Reference Number (ACRN) in the Fund ACRN.

The Fund ACRN field allows users to enter ACRN information in the Funding Sour ce
window. Thisfield holds up to two characters.

17. Click [OK] to return to the Contract L evel Funding window.
18. Click [Closg] to return to the Pur chase Request window.

19. Fromthe menu, select File — Save to update the funding information and save the PR.

AcquiLine PRweb v2.3 53 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

Editing a Funding Source

PRweb users can edit funding sources at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information

isread-only.

£ purchase Request - PRO101 =10 x|

File Line lterm

Description Purchaze Reguest Mumber
Purchase | [unitorms [PROTDM
Requeat Requisition Date DPAS Priority Rating | Priority
24-Jun-z002 3 3
Mair Forrn  Line Hem | Cortracts | &ddf! Data |
Total Funding: |$1E|,E|E|D.E|D Contract Level Funding

* lfalues may he murded for digolay owposes.

|| twmber [pesoriton | quentty [untotissue]  umtcost | Totelcost: | |

Total Cost: [$0.00

|Java Applet Window

Figure 60: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Fromthe Line Item Tab of the Purchase Request window, click the [M or €] button next to
Contract Level Funding.

The Contract Level Funding window opens.
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% Contract Level Funding x|

Contract Level Funding

Funding Strip Funded Amount

1111111111111 ] 10,000.00

a4 [
Pesny .. -------- Edit.. Delete Cloze |

|.Java Applet Window

Figure61: Contract Level Funding Window

2. Highlight the funding source to be edited and click the [Edit] button.

The Funding Sources window opens.

& Funding Sources |

Funding Sources

Document Mumber |F‘REI1 01
Total Estimated Cost: |$D.DD

Fund Strip New.. | Edt.. | Manage..|
212MV1 28,8,8,8 34485550 COCCCCEE7777GADEI999 11 111111111112222220 27T £ 73

Funded Amount: |$1 0,000.00 Fund ACRR: |23

Job Order ‘ Expiration Date ‘ Quatity | Funded Smourt Add... |

Edit...

Tatal Quantity: IEI.D Tatal Amount, (000 Delete |

(8704 | Cancel |

|Java Applet wWindaow

Figure 62: Funding Sources Window

3. Makedesired changes and click [OK] to return to the Contract Level Funding window.
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4. Click [Closg] to return to the Pur chase Request window.

5. From the menu, select File - Save to update the funding information and save the PR.

Deleting a Funding Source

PRweb users can delete funding sources at the contract level. Deleting afunding source removes
it fromthe PR. The System Administrator grants user rights to manage funding information. If
the user does not have these rights, funding information is read-only.

& Purchase Request - PRO101 ;Iglil

File Line lterm

Dezcription Purchaze Reguest Mumber
Purchase | [uniforms [PrRO101
REqUESt Requizition Date DPAS Priority Rating | Priority
J24-Jun-zo02 3 3

Main Forrn ~ Line em ‘ Cortracts | Add Data

Total Funding: |$1|:|,|:||:||:|_|:||:| Contract Level Funding  Mare. .. |

* alyes may pe munded for digol3y guipose s,

| Murrber | Description | wsnitity ‘ Unit af lzsue Uit Cost | Tatal Caost *

Total Cost: | F0.00

|Java Applet Window

Figure 63: Purchase Request - <Purchase Request Number> —Line Item Tab

1. Fromthe Line Itemtab of the Purchase Request window, click the [M or €] button next to
Contract Level Funding.

The Contract Level Funding window opens.
2. Highlight the funding source to be deleted and click the [Delete] button.

3. Click the[Yes] button in the Confir mation window.

The Contract Level Funding window displays with the funding source deleted from the
table.

4. Click the[Closg] button to return to the Purchase Request window.

5. From the menu, select File — Save to update the funding information and save the PR.
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Creating a New Funding Strip

PRweb users can create funding strips at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information

isread-only.
i Purchase Request - PRO100 =] 3
File  Line [tem
Dezcription Purchaze Request Mumber
Purchase [Supplies [PRO100
REqUESt Requizition D1ate DFAS Priarity Rating | Prionty
J07-Jun-2002 |

Main Form ~ Line kem ‘ Contracts | Addl Data

Total Funding: | Contract Level Funding MNew. |
* alves w3y e mynded fordisnlay puposes.
Mumber | Dezcnption Cluantiby [ Uit of lzsue IUrit Coat | Taotal Cost *
Total Cost: I

|Warning: Applet Window

Figure 64: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the [New] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

Contract Level Funding E3

Contract Level Funding
Funding Strip Funded Amaount
| 3
Mew... | Erit. [Elete Cloze |

|Waming: Applet window

Figure 65: Contract Level Funding Window

2. Click the [New] button.

The Funding Sources — New window opens.
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Funding Sources - Hew E

Funding Sources

Dacument Nurnber |F'F| a1oa

Tatal Estimated Cost: I

Fund Strip Mew... I Edlit... IManage...l

Funded Amount: |$D.DD Fund ACHM: I

Job Order | E xpiration Date | [uarntity | Funded Amovnt Add. |

Eit |

Total Cluantiy: I Total Amount; I [elete |

Ok, | Cancel |
|'W'arning: Applet wWindow
Figure 66: Funding Sources—New Window
3. Click the [New] button.
The <Default Template> Funding Strip - New window opens.
Fuaed Shiige
I
Depasirent Code(?) [ = FecalYes|l) r
Fppanpasionl asc Symbold] | Lirsd st 4] |
Froguam Tear1| [ Opssngigenc?) [
Aibgbreanit G erisl Waambesd | | Program Element11] |
Elwrmnt of Fasoscsld] [ MOERSIDRE |—
Ducument Flefesence Numbef14) [ AcooeingfuocessngCodes) [
Fizcal Station MumbedB) |
Salect Templale: Sury -l 0K | Choes |
“Waring: Aople Wirtos

Figure 67: Army Funding Strip — New Window

4. To change an alternate template, select another template from the Select Template drop-
down list box.
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5. Enter the funding strip information in the appropriate fields.

Note: Each field must either be filled out completely or left blank. However some fields may
be required, depending on how the System Administrator configured the funding
template.

6. Click [OK].
The funding strip displaysin the Fund Strip field of the Funding Sources - New window.

7. Click [OK] to return to the Contract L evel Funding window.
8. Click [Close] to return to the Pur chase Request window.

9. From the menu, select File » Save to update the funding information and save the PR.

Note: A new funding strip may also be created from the Funding Strip Sear ch window by
clicking the [New] button.
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Copying a Funding Strip

PRweb users can copy funding strips at the contract level. Copying funding strips may save time
in the creation of new funding strips. The System Administrator grants user rights to manage
funding information. If the user does not have these rights, funding information is read-only.

& Purchase Request - PRO100 N [m]

File Line lterm

Dezcription Purchaze Reguest Mumber
Purchase | |supie: {PrRO100
REqUESt Requizition Date DPAS Priority Rating | Priority
J07-Jun-za02 2 f1
Main Form ~ Line tem | Cotracts | Aol Data |
Total Funding: |$1 0,000.00 Contract Level Funding

* alyes may pe munded for digol3y guipose s,

| |wurber [oesorpton | ouantty | unorissue]  untcost | totacost | |

Total Cost: | F0.00

|Java Applet Window

Figure 68: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[More] button next to Contract Level Funding.
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The Contract Level Funding window opens.

& Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaurt

|

MeEwy ... Ediit... Delete Cloze |

|-_|ava Applet Window

Figure 69: Contract Level Funding Window
2. Click the [New] button.

The Funding Sources — New window opens.
Funding Sources - Hew E3

Funding Sources

Dacument Murmber |F'F|EI1 ao

Tatal E stimated Caost: |$D.DD

Fund Strip Mew... I Editi.. Manage...l

Funded Amaount: |$D.EIEI Fund ACRN: I

Job Order | Expiration Date | [Juiantity | Furnded Amovnt Add. . |

=it |

Total Cluantity: I T otal Amaount; I [Velete |

(1] | Cancel |

|'W'arning: Applet wWindow

Figure 70: Funding Sources— New Window
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3. Click the [M anage] button.
The Funding Strip Search window opens.

Funding Strip Search
Search Criteria; Iz Search By
&+ Code
P e, . | fdlit,. | [EGE. | [lelete | " User ID
Search | SElECt | Cancel I Template: IGIDI:uaI ;I
Code | zer D
LI 3
|'W'arning: Applet tindow

Figure 71: Funding Strip Search Window
4. Select the appropriate template from the Template drop-down list box.

5. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” section in
Chapter 2: PRweb Desktop.
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Funding Strip Search x|

Search Criteria: IE Search By
* Code
Flewy... | Ecit... | Copy... | Delete " User ID
Search | Select | Cancel I Template: I.ﬂ-.rmy' j

Code Uzer ID

1| Ir

Java spplet Window

Figure 72: Funding Strip Search Window

6. Highlight the desired funding strip and click the [Copy] button.

The <Default Template> Funding Strip - Copy window opens with the copied funding
strip information in each field.

mrmy FundingStrp-Copy |
Fand Hirip
|mmnmwnmmwm
Deparvenl CodeZ) [za Fiscal Vean1) [=
ApproprskoniEems kol 6] [ramn Limisnrid) =14
Frogram Year1 7 Ol Agend e T [ra
Alotreand Sarisl Mumbed) |1¢1.-. Prograss Eksrenii 11} |:aaqa1554m
Elament of Resoaced) Jazs MDEES OO [ 7nsear
Docimiesl Federence Musserr] 4] |:aua-.aqq.|.“.“.u.1 B g Proces-sng O e |E:[|;'E‘_',|q
Fiscal Sation Mumbenil) [zoaa Lavst o1 ) [=
Select Tempiets = o | e |
e A st Wi

Figure 73: Army Funding Strip — Copy Window

Note:  Thefunding strip is copied into the template that corresponds with the PRweb template
used to create the original funding strip. If the funding strip was created with a PRweb
template that has either been disabled or updated, the PRweb user is unable to copy the
funding strip. In addition, funding strips that were created in PD? will display as
Miscellaneous.
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7. Make the desired changes to the funding strip.
8. Click [OK] to save the changes and return to the Funding Strip Sear ch window.
The new funding strip displaysin the Funding Strip Search window.

9. Highlight the funding strip and click the [Select] button to select the new funding strip.
10. Click [OK] to return to the Contract Level Funding window.
11. Click [Closg] to return to the Pur chase Request window.

12. From the menu, select File > Save to update the funding information and save the PR.
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Editing a Funding Strip

PRweb users have two options for editing funding strips at the contract level. The System
Administrator grants user rights to manage funding information. If the user does not have these
rights, funding information is read-only.

If the System Administrator has updated or removed the template from which the selected funding
strip was created from, PRweb alerts the user that the template has changed.

Confiimakion | 5|

? T o bursthesg dempldale used Lo cresle e

‘\I') lusachesy tlig bt e changed o dresbled
Salac] e b pdals upng resy ureing
lamplats, Select HWo' o visw pelecied
lundheng tip as sesd oridy

vor | Mo |
Waring Appkl Window

Figure 74: Confirmation Window

If the user selects[Y es], PRweb displays the updated version of the template or the default
template, depending on whether the template was disabled. The user is able to select another
template if desired from the Select Template dropdown list box.

Fiarsdl Shiipy
I
Dapastrard Codei2] [T o]
AppiopiationHasc Symbol4] [ Lisawiorid) .
Froggen ‘vaar1] | Cpsisting Agenc 2] |

Ailgkresnk Gierial Kz | [ ProgsnEbnesll) —

Elbsresnt of Fegouansit] [ MOERSODAE —

Droureend Refssencs Mumbeil14] [ coowing Proosiing CoddE] —
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Figure 75: Army Funding Strip — New Window
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If the user selects[NQ], the funding strip displays as read-only.

Figure 76: Army Funding Strip — (Read Only) Window

Option 1: By Funding Strip Search

I

& Purchase Request - PROLOO

=

‘
[or-sun2002

#
| |murber Joesorpton | ouantty |unkorissue]  uncost | Totacost | |

Figure 77: Purchase Request - <Purchase Request Number> - Line Item Tab
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1. Click the[Mor€] button next to Contract L evel Funding.

The Contract Level Funding window opens.

% Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaurt
212000 28880 34 4RESEERCCCCCCESST TEEDEISI 11 11111 111111 222222323F 883 10,000.00

1| [+

MeEwy ... Ediit... Delete Cloze |

|-_|ava Applet Window

Figure 78: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.

Note:  The PRweb user can also double-click on the funding source to open the highlighted
funding source.
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The Funding Sources window opens.

& Funding Sources

[DElete)

Figure 79: Funding Sources Window

3. Click the [M anage] button.
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The Funding Strip Search window opens.

Funding Strip Search
Search Criteria: IE Search By
% Code
Mew... | Edit... | (B, | [Ielete | " User ID
Search | SElest | Cancel | Template: IGInbaI ;I
Code | ger D
Kl | 5
|Warning: Applet \Window

Figure 80: Army Funding Strip — Edit Window

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the ‘ Search Function” section in
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Edit] button.

AcquiLine PRweb v2.3 70 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

The Army Funding Strip — Edit window opens with the original funding information

displayed.

Note:  You may not edit afunding strip that is applied to either another PR or another funding

source on the same PR.
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Deparimen CodeiZ) [z Fiscal Va1 |z
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Abotrserd Sarisl Murnben(d) EER Progras Elsrent(11] |sECooCoCRE
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Figure 81: Army Funding Strip — Edit Window
6. Make desired changes to the funding strip and click [OK] to return to the Funding Strip
Sear ch window.
7. Click the [Select] button to select the updated funding strip and return to the Funding
Sour ces window.
8. Click [OK] to return to the Contract L evel Funding window.
9. Click the[Closg] button to return to the Pur chase Request window.
10. From the menu, select File - Save to update the funding information and save the PR.
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Option 2: By Funding Sources Window

I

f& purchase Request - PROLOD

=3

‘
[or-sun2002

#
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Figure 82: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[Mor€] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

% Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaurt

9995911111111111111 53 10,000.00

1| [+

MeEwy ... Edit... Delete Cloze |

|-_|ava Applet Window

Figure 83: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.
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The Funding Sources window opens.

e o
& Funding Sources

Figure 84: Funding Sources Window

3. From the Funding Sour ces window click the [Edit] button next to the Fund Strip field.
The Funding Strip — Edit window opens with the original funding information displayed.

Figure 85: Army Funding Strip — Edit Window
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4. Make desired changes to the funding strip and click [OK] to return to the Funding Sour ces
window.

5. Click [OK] to return to the Contract L evel Funding window.
6. Click the[Closg] button to return to the Pur chase Request window.

7. From the menu, select File-> Save to update the funding information and save the PR.

Deleting a Funding Strip

PRweb users can delete funding strips at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.

& Purchase Request - PRO101 ;Iglil

File Line lterm

Dezcription Purchaze Reguest Mumber
Purchase | [uniforms [PrRO101
REqUESt Requizition Date DPAS Priority Rating | Priority
J24-Jun-zo02 3 3
Main Form ~ Line tem | Cotracts | Aol Data |
Total Funding: |$1|:|,|:||:||:|_|:||:| Contract Level Funding Mure...l

* alyes may pe munded for digol3y guipose s,

| Murrber | Description | wsnitity ‘ Unit af lzsue Uit Cost | Tatal Caost * |

Total Cost: | F0.00

|Java Applet Window

Figure 86: Purchase Reguest - <Purchase Request Number> Window

1. Click the[More€] button next to Contract Level Funding.
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The Contract Level Funding window opens.

% Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaurt

999911111111111112 3 10,000.00

Delete Cloze |

MeEwy ...

|-_|ava Applet Window

Figure 87: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.
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The Funding Sources window opens.

& Funding Sources ]

Funding Sources

Document Mutmber |PRIII1 01
Total Estimated Cost: |$I:|.I:II:I

Fund Strip PEsy... Ediit... Manage...l
|21 WA 28880 BABESSC OO COCCEETT T TEE0EAQ0 I I 1 2222007 FFFT T3

Funded Amount: |$1III,IIIIIIEI.IZIEI Fund ACRN: I
Addd... |

Edit....

Tatal Cuantity: ID.EI Total Amount; | 000 Delete |

Ok | Cancel |

IJava Applet Window

Figure 88: Funding Sources Window

3. Click the [M anage] button.
The Funding Strip Search window opens.

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” section in
Chapter 2: PRweb Desktop.
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Funding Strip Search _ x|
Search Criteria: IE Search By
e Code
M. | Ecit... | Copy... | Delete O Uzer ID
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Figure 89: Funding Strip Search Window

5. Highlight the desired funding strip and click the [Delete] button.

Note:  You may not delete a funding strip that is applied to either another PR or another funding
source on the same PR.

6. Click the[Yes] button in the Confirmation window.
The Funding Strip Search window displays with the funding strip deleted from the table.

7. Click the [Cancel] button to return to the Funding Sour ces — New window.
8. Click [OK] to return to the Contract Level Funding window.
9. Click the[Closg] button to return to the Pur chase Request window.

10. From the menu, select File —» Save to update the funding information and save the PR.
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Creating a Job Order

PRweb users can create job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

& Purchase Request - PRO101 N [m]

File Line lterm

Dezcription Purchaze Reguest Mumber
Purchase | [uniforms [PrRO101
REqUESt Requizition Date DPAS Priority Rating | Priority
J24-Jun-zo02 3 3
Main Form ~ Line tem | Cotracts | Aol Data |
Total Funding: |$|:|_D|:| Contract Level Funding  Mew...
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Total Cost: | F0.00
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Figure90: Purchase Request - <Purchase Request Number> Line ltem Tab

1. Click the [New] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

% Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaurt

1| [+

MeEwy ... Ediit... Delete Cloze |

|-_|ava Applet Window

Figure 91: Contract Level Funding Window

2. Click the [New] button.
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The Funding Sources — New window opens.

§& Funding Sources - New

Figure92: Funding Sources—New Window

3. Click the[Add] button next to the Job Order table.
The Attach Job Order — New window opens.

3, Attach Job Order - New

Al

Figure 93: Attach Job Order — New Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Search Criteria
IE [ Currert Job Crders Cnly
...... Mew... | Search Select Cancel
Job Crder Mumber Funds Expiration Date

Java fpplet Window

Figure 94: Job Order Number Search Window

5. Click the [New] button.

The Create New Job Order window opens.

& Create New Job Order x|

Job Order Mumbet: I

Funds Expiration Date: I

Ik | Cancel

Java applet \Window

Figure 95: Create New Job Order Window

6. Enter anumber inthe Job Order Number field and an expiration date in the Funds
Expiration Datefield.

Note:  The funds expiration date can be entered manually or by using the Auto-Calendar feature.
For more information on the Auto-Calendar, refer to “ Auto-Calendar Feature” sectionin
Chapter 2: PRweb Desktop.

7. Click [OK] to return to the Job Order Number Sear ch window.
8. Double-click the new job order to return to the Attach Job Order window.

9. Click [OK] to return to the Funding Sour ces — New window.

The job order displaysin the Funding Sources — New window.
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10. Click [OK] to return to the Contract L evel Funding window.

11. Fromthe menu, select File — Save to update the job order information and save the PR.

Attaching a Job Order

PRweb users can attach job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

& Purchase Request - PRO101 ks =10l x|

File Line lterm

Dezcription Purchaze Reguest Mumber
Purchase | [uniforms [PrRO101
REqUESt Requizition Date DPAS Priority Rating | Priority
J24-Jun-zo02 3 3
Main Form ~ Line tem | Cotracts | Aol Data |
Total Funding: |$|:|_D|:| Contract Level Funding  Mew...
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Total Cost: | F0.00
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Figure 96: Purchase Request - <Purchase Request Number> Line Item Tab

1. Click the [New] button next to Contract L evel Funding.

The Contract Level Funding window opens.

2. Click the [New] button.
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The Funding Sources — New window opens.

% Funding Sources - New |

Funding Sources

Documernt Mumber |PRIZI1 01
Total Estimated Cost: |$I:|.I:ID

Fune Strip Mlewy... I Edlit... IManage...l
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Job Order | Expiration Date ‘ Quattity | Funded Amourt Al |

Edit...
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Ok | Cancel |
Java applet Window
Figure 97: Funding Sources— New Window
3. Click the[Add] button next to the Job Order table.
The Attach Job Order — New window opens.
Attach Job Order - Hew

Job Order: I
Funded Amount: 000000

Funded Quantity: INa’.ﬁ.

k. Cancel

|Warning: Applet Window

Figure 98: Attach Job Order — New Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Search Criteria
IE [ Currert Job Crders Cnly
...... Mew... | Search Select Cancel
Job Crder Mumber Funds Expiration Date

Java fpplet Window

Figure 99: Job Order Number Search Window

5. Enter Search Criteria, and click the [Sear ch] button.

The search results display.

Job Order Number Search x|
Search Criteria
IE [+ Currert Jokb Orders Only
ey | Search Select Cancel |
Job Order Mutnber Funds Expiration Date j
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1| [ S
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Figure 100: Job Order Number Search Window

6. Highlight the desired job order number and click the [ Select] button.
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The Attach Job Order - New window opens.

& Attach Job Order - New

Job Order. |Manosaass

Funced Amourt:  |0.00000

Funded Quartity: |Nm

Ok Cancel

Java Applet Window

Figure 101: Attach Job Order — New Window

7. Click [OK] to return to the Funding Sour ces - New window.

8. Click [OK] to return to the Contract L evel Funding window.

9. From the menu, select File » Save to update the job order information and save the PR.
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Editing a Job Order

PRweb users can edit job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order

information is read-only.

=13l x|
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Figure 102: Purchase Request - <Purchase Request Number> Line Item Tab

1. Click the[More] button next to Contract Level Funding.

July 29, 2002

AcquiLine PRweb v2.3 87

Functional User’s Guide



Chapter 4: Purchase Request

The Contract Level Funding window opens.

& Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaunt
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Figure 103: Contract Level Funding Window

2. Highlight an existing funding source and click the [Edit] button.
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The Funding Sources window opens.

01-Sep-2003

Figure 104: Funding Sources Window

3. Highlight the desired job order and click the [Edit] button next to the Job Order table.
The Attach Job Order - <Job Order Name> window opens.

3, Attach Job Order - MWO088993

Al

Figure 105: Attach Job Order - <Job Order Name> Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Search Criteria
IE [ Currert Job Crders Cnly
ey | Search Select Cancel
Job Crder Mumber Funds Expiration Date

Java fpplet Window

Figure 106: Job Order Number Search Window

5. Enter Search Criteria, and click the [Sear ch] button.

6. Highlight ajob order number and click the [Select] button.

The Attach Job Order - <Job Order Name> window opens with the new job order
number displayed in the Job Order field.

& Attach Job Order - MWD038993

Job Order. |coneaara

Funded Amourt:  |0.00

Funded Quartity: |Nm

Ok Cancel

Java Applet Window

Figure 107: Attach Job Order - <Job Order Name> Window

7. Click [OK] to return to the Funding Sour ces window.
8. Click [OK] to return to the Contract L evel Funding window.

9. From the menu, select File » Save to update the job order information and save the PR.

AcquiLine PRweb v2.3 90 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

Deleting a Job Order

PRweb users can delete job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order

information is read-only.
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Figure 108: Purchase Request - <Purchase Request Number> Line Item Tab

1. Click the[More] button next to Contract Level Funding.
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The Contract Level Funding window opens.

& Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaunt

999911111111111111 33 10,000.00

1| [ s
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IJava Applet Window

Figure 109: Contract Level Funding Window

2. Highlight an existing funding source and click the [Edit] button.
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The Funding Sources window opens.

@ Funding Sources x|

Funding Sources

Documernt Mumber |PRIZI1 01
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Java applet Window

Figure 110: Funding Sources Window

3. Highlight the job order and click the [Delete] button next to the Job Order table.

4. Click the[Yes] button in the Confir mation window.

The Funding Sources window displays with the job order deleted from the table.
5. Click [OK] to return to the Contract Level Funding window.

6. From the menu, select File » Save to update the job order information and save the PR.
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Contracts Tab

The Contracts tab of the PR alows the PRweb user to designate Suggested Contract
Information, a Contract Number, and a Suggested Preference Program.

& Purchase Request - New -0l x|

File Line ltem

Dezcription

Purchaze Reqguest Mumber

DPAS Priority Rating | Priarity

Purchase
Request

Requisition Date
J26-Jun-2002

Main Furml Line tem Contracts | A0l Data

Suggested Contract Informatior
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Contract Mumber Select...l

Suggested Preference Program
INU Preference § Mot Listed j

IJava Applet Window

Figure 111: Purchase Request — New — Contract Tab

1. Select the appropriate Suggested Contract | nformation radio button.
The Suggested Contract I nfor mation radio buttons enable the PRweb user to suggest either
aDélivery Order or Modification for the requirement.

2. Click the [Select] button next to the Contract Number field.

The Contract Number search field allows the PRweb user to select an existing contract in
PD? and associate it with the PR. The Contract Number search field pullsall contracts
available in the PD? database that meet the PRweb user’s search criteria.
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The Attachment Search window opens.

Attachment Search x|
Search Critetia Documernt Type
IE ICDnstructiu:un Contract Award LI
Search By
Search I Select | Cancel | % Document Mumber " Document Title
Document Mumber | Document Title

Jawa Applet wWindow

Figure 112: Attachment Search Window

3. Select the appropriate contract type from the Document Type drop-down list box.

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

5. Highlight the desired Document Number for the contract.

6. Click the[Select] button.
The Contracts tab displays with the selected contract in the Contract Number field.

7. Select the desired preference program from the Suggested Pr efer ence Program drop-down
list box.
The Suggested Preference Program drop-down list box allows the PRweb user to designate
the desired Preference Program for the requirement.

8. Click the desired Preference Program.

AcquiLine PRweb v2.3 95 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

Add’l Data Tab

The Add’| Data tab allows the PRweb user to add any Additional Point of Contact (POC)
Infor mation and Security Clearance Requirements. The user can aso view any Contracting
Officer Notes (KO Notes).

& Purchase Request - New N [m]

File Line lterm

Dezcription Purchaze Reguest Mumber
Purchase |
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|Java Applet Window

Figure 113: Purchase Request — New — Add’| Data Tab

1. Click the[Select] button next to the Additional Point of Contact (POC) Information field.

The Additional Point of Contact (POC) Information field allows the PRweb user to include
one additional POC on the PR. The POC information is pulled from the PD? database.
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The Contact Search window opens.

Contact Search

Search Criteria Search By

IE i Code ™ Organization Mame

" Contact Mame " Phone Mumber
Search | el et | Cancel I £ State £ Zip Code
Contact | Code | Crganization | City | State | Zip Code FH

| 3

|Warning: Applet Window

Figure 114: Contact Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired contact.

4. Click the [Select] button.
The Add'|. Data tab displays the selected contact in the Additional Point of Contact
(POC) Information field. The[Select] button is now a [ Remove] button.

5. Select the appropriate Security Clearance Required radio button.

The Security Clearance Required radio buttons enable the PRweb user to add additional
security information for the requirement.

Note: The KO Notesfield is provided for the Contracting Officer (KO) to input any additional
requirement information in PD%  If the PR isreturned to the PRweb user, the KO notes
aredisplayed in the field. In PRweb, thisfield is read-only.

Saving a Purchase Request

The Save menu option allows the PRweb user to save all changes made to the PR. Upon
completing a PR, the PRweb user must save the PR information. If the PR is updated with new
information, the PR must also be saved. To save aPR, select File > Save from the menu.

Note:  Updating and saving are two separate functions. A PR that has been updated with
information needs to be saved in order to save the PR in its updated status.
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Closing a Purchase Request

The Close menu option allows the PRweb user to close the PR.

To close the PR:

1. Fromthe menu, select File &> Exit.

2. Click the[Yes] button in the Save Confirmation window if the PR information needs to be

saved. Click the [No] button in the Save Confirmation window if the PR information does
not need to be saved.

Note: If aPR has been updated with new information, it is necessary to save the PR before
closing it.

Editing a Purchase Request

Copying a

PRweb users can open PRs for viewing from the Drafts, Inbox, Outbox and Archives folders.
Open PRs contained in the Drafts, Inbox or Outbox folders may also be edited.

ToopenaPR:

1. Fromthe desktop, click the plus symbol (+) next to the desired folder (e.g., Drafts, Inbox,
Outbox, or Archive).

2. Highlight the PR.
3. From the menu, select Purchase Request > Open, or double-click the highlighted PR.

4. Edit or view the PR as necessary.

Note:  For more information refer to Creating a New Purchase Request in this chapter.

Purchase Request

PRweb users can copy an existing PR that resides in any of the desktop folders. The ability to copy
PRsisavaluable tool that can reduce the creation time for a PR by eliminating repetitive data
entry. Using the Copy feature resultsin creating a copy of the entire PR including line items, and
funding. Funding that is not available to the specific user is not copied and the user is notified of
thisin aWar ning window.

Note:  PRweb users can also copy PR Mods. However, the copied PR Mod displaysin a
Purchase Request — New window.
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' PRweb Mi=] E3

Help

File Preferences

MHew...

Dpen...

Wiew Surmmary.. .

Delete

FR Status Report...
Standard Reports...

Renumber. ..

Route. ..

EEEEE..,

Wiew Approsal Hiztany.

I acquzer]

|Warning: Applet tWindow

Figure 115: Purchase Request Copy Menu Option

1. Fromthe PRweb user’s desktop, highlight the desired PR to be copied.

2. From the menu, select Purchase Request > Copy.
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The Purchase Request - New window opens.

& Purchase Request - New -0l x|

File Line ltem

Dezcription Purchaze Reqguest Mumber

Purchase ICu:upy of test1 23|

Requeat Requisition Date DPAS Priority Rating | Priarity

J26-Jun-2002

Main Form | Lire ftem | Contracts | Add| Data |

Reguesting Office Select...l Type of Action

\winl TER REED ARMY MEDICAL CEMTER | | 1% Small Purchase . Grants/Zoops Agreement
DIRECTORATE OF COMTRACTING ™ Competed Contract " Zealed Bid

ATTH: HEHL-ZC, BULDING T-20 _l;l " Mon-Competed Contract  { FSS/GSA Schedule

LI - " Manutacturer Sole Source © Commercial

lssuing Office Delete || Delivery Order " NIB £ MISH / FPI

WALTER REED ARMY MEDICAL CENTER o] || 125K Order
DIRECTORATE OF COMTRACTING

ATTH: HSHL-ZC, BUILDING T-20 - comments
Kl - =
Suggested Yendar(z) M.

[~

IJava Applet Window

Figure 116: Purchase Request —New —Main Form Tab

3. Enter anew description for the PR in the Description field, if necessary.

The Description field automatically populates with the description “Copy of <Description>.”

4. Enter aunigue number in the Purchase Request Number field.

5. The user can make any necessary changes to the PR and associated line items, attachments,

and funding before saving the PR.

6. From the menu, select File > Saveto save the PR Copy.
The copied PR display in the Drafts Folder.

Note:  Any information contained on the original PR that is PD*-specific data s not copied onto

the new PR.
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Copying a PR Mod

PRweb users can copy an existing PR Mod. Thisthat residesin any of the desktop folders. The
ability to copy PRsis avaluable tool that can reduce the creation time for a PR by eliminating
repetitive data entry. Using the Copy feature results in creating a copy of the entire PR including
lineitems, and funding. Funding that is not available to the specific user is not copied and the user
is notified of thisin aWarning window.

i PRweb M= E3
File Preferences Qs a-Aat-ti-a0 Help
o . MHew...
P Open...
b [ Inbox U_p 5
_____ ) Outbox |ew LIMET. .
INcreall . 0
Delete
PR Status Report....
Standard Reparts...
FRenumber...
Foute. ..
EEETEvE.,
Wiew Spproval Histany.
I acquzer]
|Warning: Applet Window

Figure 117: Purchase Request Copy Menu Option

1. Fromthe PRweb user’s desktop, highlight the desired PR Mod to be copied.

2. From the menu, select Purchase Request > Copy.
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The Purchase Request - New window opens.

& Purchase Request - New -0l x|

File Line ltem

Dezcription Purchaze Reqguest Mumber

Purchase ICu:upy of test1 23|

Requeat Requisition Date DPAS Priority Rating | Priarity

J26-Jun-2002

Main Form | Lire ftem | Contracts | Add| Data |

Reguesting Office Select...l Type of Action

\winl TER REED ARMY MEDICAL CEMTER | | 1% Small Purchase " Grantz/Coops Agreement
DIRECTORATE OF COMTRACTING ™ Competed Contract " Zealed Bid

ATTH: HSHL-ZC, BUILDING T-20 _l;l " Nor-Competed Cortract  © FSS/G5A Schedule

LI E " Manutacturer Sole Source { Commercial

lssuing Office Delete || Delivery Order " NIB £ MISH / FPI

WALTER REED ARMY MEDICAL CENTER o] || 125K Order

DIRECTORATE OF COMTRACTING

ATTH: HSHL-ZC, BUILDING T-20 - comments
Kl - =
Suggested Yendar(z) M.

[~

IJava Applet Window

Figure 118: Purchase Request —New —Main Form Tab

3. Enter anew description for the PR in the Description field, if necessary.

The Description field automatically populates with the description “Copy of <Description>.”

4. Enter aunigue number in the Purchase Request Number field.

6. The user can make any necessary changes to the PR and associated line items, attachments,

and funding before saving the PR.

7. From the menu, select File - Saveto save the PR Copy.
The copied PR display in the Drafts Folder.

Note:  Any information contained on the original PR that is PD*-specific data s not copied onto

the new PR.
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Deleting a Purchase Request
The Delete feature allows the PRweb user to delete existing PR and PR Mods that reside in the
user’s Drafts or Outbox folders. The user cannot del ete a document that isin the Inbox or Archive
folders. Deleting a PR or PR Mod removes the document from the user’ s desktop and the PRweb
database. The PR Number isthen available for future use.
To delete aPR or PR Mod:
1. From the PRweb user’s desktop, highlight the desired PR or PR Mod to be deleted.

2. From the menu, select Purchase Request - Delete.

A Confirmation window appearsto confirm the command to del ete the document.

3. Click the[Yes] button.

Renumbering a Purchase Request

PRweb users can renumber a PR after it has been saved. A PR that resides in the Drafts, Inbox, or
Outbox can be renumbered.

1. Fromthe PRweb user’s desktop, highlight the desired PR.

2. From the menu, select Purchase Request > Renumber.

The PR Renumber window opens.

PR Renumber

Current PR Mumber: |123Train
MHew PR Mumber: I

k. Cancel

|Warning: Applet Window

Figure 119: PR Renumber Window

3. Enter the new PR number in the New PR Number field.

4. Click [OK] to save the new number.
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View Summary
PRweb users can view and print a synopsis of the PR information.
1. Fromthe user’s desktop, highlight a PR.

2. From the menu, select Purchase Request > View Summary.

The Purchase Request Summary View window opens.

Purchase Request Summary Yiew E3

Description: Training =
Humber: Train123

Requizition D ate: 25-Apr-2001

DPAS Priority Rating:

Prionity:

Type of Action: Small Purchase

Comments: =

Requesting Office:
DIRECTORATE OF PEMINSULS CONTRACTING, ATTH: ATZF-DPCIBUILDIMG 27461 HARRISOM LOOP,
FORT EUSTIS, W& 23604-5233

Issuing Office:
USPFO FOR PUERTO RICO, P.O. BOX 3786, SAN JUAN,, PR 00904-3786

Suggested Yendors:

FAIRCHILD SP & DEF CORF

Suggested Contract Information:  Delivery Order

Contract Number: DAk F36-01-C-0007 -
o

| - )

Print HTML Rrepert | " Ciase |

|'W'aming: Applet Window

Figure 120: Purchase Request Summary View Window
3. Clickthe[Print HTML Report] button.
A new Web browser window opens.

4. From the menu, select File = Print.
The PR prints to the machine’s default printer.

5. From the Web browser window menu, select File > Close.

The Web browser window closes.

6. Click the[Closg] button in the Purchase Request Summary View window.
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Chapter 5: PR Modifications

PRweb allows the PRweb user to create a PR
Modification by highlighting the archived PR. The PR
Modification (PR Mod) contains the contract and line

In This Chapter...

item level information from the archived base PR. The ]E"Si ntg the(lj:’R l\/_lt())g(ijfica;tri]pnsh "
PR Mod feature issimilar to the PR feature. PRweb unc |on.s escribed in this chapter,
allows the requesting agent to create, route, approve, and you can.

submit the PR Mod to the Contracting Office. e Create aPR Modification

In order for a PR Mod to be created from a PR, following *  ManageaPR Modification

criteria must be met: ¢ Renumber a PR Modification

«  The PR has been approved in PD?

« A PRMod has not been created in PD? off the PR
«  An unapproved/unreleased PR Mod does not exist in PD?
A PRMod for the selected PR is not in progress in PRweb

Note: If anew PR Mod isbeing created from an existing PR Mod that was created in PRweb,
the existing PR Mod must be approved and released in PD%

The PR Mod that is created in PRweb will contain all the conform information that exists in PD?
for the base document. Attachments that have been generated with the base document will be
attached to the resulting PR Mod. However, the DD254 that was added to the base document is
not carried over to the PR Mod that is created in PRweb.

Creating a PR Modification

To create a new Purchase Request Modification:
1. Highlight the desired PR in the Archive folder.
2. From the menu, select Purchase Request > New - PR Maodification.
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=10l %]

Transfer

Fil= Preferences Helg

Ea B PR Farm...
[:l Ei&un%_[ Oper... PR Modification ...
|:| Ot ey SUMMaty . ..
Ela Fx:rl:hive Copy...

..... =

[] Pr-Test1  DEIEE
[&] aannsz ¢
----- [&] aao0zz ¢
B
[E]
e

PR Status Report. ..

[&] @003z Standard Reports...

""" CLAO034 [

_____ |: QAN03S [ Renumbier. ..
Route. ..
APRrove...

Yieww Approval History .

I muyayhlanager

I-_lava Applet Window

Figure 121: New PR Modification Menu Option

3. Enter the PR Modification extension number in the Select M odification Number window.

& Select Modification Number x|

Previous PR Mumber IF'R Test2

Mewe PR Mumbet: IF'R Testa ||:u:|n1

ik | Cancel

Java spplet Window

Figure 122: Select Modification Number Window

Note:  ThePrevious PR Number field isread-only. The PR Modification number consists of
the Previous PR Number and a four digit PR Modification extension number. The
extension number defaults to the next available number, however the PRweb user is able
to edit the extension number.

4. Click the [OK] button to create a new PR Modification.
The PR Modification displays.
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i PR Mod - PR Test2-0001 =10l x|

File  Line Item

D ezcription Purchaze Reguest Mumber
Purchase | [Pr hod PR Test2-0001
REqUESt Requizition D ate DPAS Prionty Rating | Prionty
J25-May-2002 [3 [3

Main Form | Line tem | Contracts | Aol Data |

R equesting Office Select | | Type of Action
Maval SURFACE WaARFARE CEMTER " Small Purchase " Grants/Coops &greement
CRAME DIVISION {” Competed Contract "~ Sealed Bid
LA 251 " Mon-Compsted Contiact  FSS/G5A Schedul
CRANE.IN 47522 on-Competed Contrac . chedule

" Manufacturer Sale Source ¢ Commercial
Issuing Office [ielete I r. DE“'-.-'EI_I.J Order r. MIB # MISH # FFI

™ Tazk Order

\ALTER REED ARMY MEDICAL CENTER «

DIRECTORATE OF CONTRACTING c \

ATTH: HSHL-ZC, BUILDING T-20 ormments
|

Y e Ralalal

-
4| g
Suggested Wendon(z) Add... I

Warning: Applet YWindow

Figure 123: PR Mod - <PR Modification Number> Window

The PR Mod Header displays at the top of the PR Mod window and is visible from every tab of the
PR Mod window.

PR Mod - PR Test2-0001 =10l x|

File  Line Item

D'ezcription Purchaze Request Mumber
Purchase  [Fr tod JFF Test2-0001
Recluesi‘- R equizition Date DPAS Priarity Rating | Priarky
| 25-Map-2002 B |3

Figure 124: New PR Modification Header

5. Enter adescription in the Description field.

Note:  The PR Modification defaults the description to display “PR Mod”. However, the
PRweb user is able to edit the description.

The description allows the PRweb user to assign a descriptive reference of up to 60
characters. Thisfield isrequired to save a PR.

6. The Purchase Request Number field isread-only and displays the PR Modification Number
previously selected.
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7. Enter the Defense Priority Allocation System (DPAS) Priority Rating in the DPAS Priority
Rating field.

Thisfield holds up to 30 characters.

8. Enter the appropriate priority number in the Priority field.
Thisfield holds any number between 1 and 15.

Managing a PR Modification

The PRweb user is able to edit, view, copy, approve, and route PR Mods. ManagingaPR Mod is
similar to managing PRs. For more information on managing a PR, refer to Chapter 4: Purchase
Request. For more information on routing a PR Mod, refer to Chapter 9: Workflow.

Renumbering a PR Modification

PRweb users can renumber a PR Mod after it has been saved. A PR Mod that residesin the
Drafts, Inbox, or Outbox folders can be renumbered. PR Mods that are in the Archive folder
cannot be renumbered.

1. Fromthe PRweb user’s desktop, highlight the desired PR.

2. From the menu, select Purchase Request > Renumber.

The PR Renumber window opens.

& PR Renumber EI

Current PR Murmbet: IF‘R Test2-0001

News PR Mumber: — [FR Test2- |

Ik | Cancel

Java fpplet Window

Figure 125: PR Renumber Window

3. Enter the new PR Modification extension number in the New PR Number field.

4. Click [OK] to save the new number.
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Chapter 6: Line Item

Creating a Line Item In This Chapter...
Using the Line Item Detail functions

1. Fromthe menu, select Lineltem > New > described in this chapter, you can;

CLIN.
The Line Item Detail — New window opens * Createalineltem
with the Detail tab displayed. e Manage Funding Sources

TheLine Item Detail header displays at the top * Manage Funding Strips

of the Line Item form and is visible from every *  Manage Job Orders
tab of the Line Item Detail window. «  CreateaSubCLIN

i Line Item Detail - New ;lglﬂ

File Funding

Murnber Dezcription

0o |

Line ltem Detail

Detail | pezcription | Funiding | Shipping | Local Info

MNSM: | Select... |
Delivery Date: % (] | =) =)
Start Date End D ate
Period of Performance: %’”:I éwl‘
CLIM Type: * Piiced ¢ |1ig Orily
Estended Description:
[Juiantity E ztimated Unit Price Eztimated Line ltem Cost
[tern Calculation; | x | = |
Period: " Option (* Base Opt. #: Unit of |sz0e
MILSTRIP: | | |

|'-.-'-.-'arning: Applet Window

Figure 126: LineItem Detail —New - Detail Tab
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2. Enter adescription in the Description field.
The Description field for the line item holds up to 65 characters.

Detail Tab

The Detail tab allows the PRweb user to provide information pertaining to the NSN, Delivery
Date, or Period of Performance, aswell as CLIN Type, Extended Description, Quantity,
Estimated Unit Price, Period, Option Number (if applicable), MILSTRIP, and Unit of I ssue.

i Line Item Detail - New

Figure 127: Lineltem Detail - New — Detail Tab

1. Toassociate an NSN with the line item, click the [Select] button next to the NSN field.
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The NSN Search window opens.

sNsearch x|
Search Criteria
Search By
' NSH
™ Description

B

Search Results:

MSH [rezcription Unit of lezue | War Qky + | War Qi - | BM/SS |

Search Select Cancel

Myarning: Applet Window

Figure 128: NSN Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired NSN.

4. Click the [Select] button.

The selected NSN automatically populate the following fields with information from PD2
NSN, Description, Extended Description, Unit of Issue, Var in Qty +, Var in Qty —, and
Brand Name/Sole Source.

Note: If noinformation existsin PD? for Variation in Quantity(+),Variation Quantity (-)%, or
Brand Name/Sole Source, then the search shall display these fields as blank.

5. There must be a Delivery Date or Period of Performance entered in order to save the line
item.
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Note: If the Priced radio button is selected, a Delivery Date or Period of Performanceis
required. If the Info Only radio button is selected, the Delivery Date or Period of
Performance is not required.

a. If thelineitem requires a specific delivery date, enter it in the Delivery Datefield
manually or use the Auto-Calendar feature.

b. If thelineitem requiresan ADC or AFATA delivery date, select the appropriate units of
time from the drop-down list box to the right of the Delivery Date field and enter the
numeric valuein the field on the left.

c. If thelineitem requires aPeriod of Performance, enter it in the Start Date and End Date
fields manually in the Period of Performance field, or use the Auto-Calendar feature.

Note:  Only one date type can be entered, a Delivery Date or aPeriod of Perfor mance date.

6. |f aPD2user adds multiple delivery information to a PR and return routes that PR to PRweb,
PRweb will display a[M ultiple Deliveries] button instead of the Delivery Date or the Period
of Performance fields. To see asummary of the multiple delivery information, click on the
[Multiple Deliveries] button. PRweb displays the multiple delivery informationin a
summary format that is read-only.

 Line Item Detail - 0001 =101 x|

File Funding

Line ltem Detail Mumber D escription
(i) [Chack wheel, Painted

Detail | Description | Funcing | Shipping | Local Infa

MSH: |'I?3EI-EIEI-NIB-EIEI'IE Select... |

kultiple Deliveries |

CLIM Type: & Priced  Info Orly

Estended Deszcrption: | The chocks are made of finighed. planed kiln-dried wood blocks.
There are two types of four options:

Huartity Eztimated Unit Price E ztimated Line Item Cost
Itern Calculation: [200.00 X [200.00 = |$40,000.00
Period: " Option % Baze Opt. #: Urit of ssue
MILSTRIF: | | Each =

|'-.-'-.-'arning: Applet Window

Figure 129: Lineltem Detail — 0001 — Detail Tab
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Sull iple Delvery Detal - D000 EI
Celvery Dale Guantsy | Enig To Addiess LI]T
1 Fedug- 2002 12085 UERFD FOR VRSN Do Hatd &

1 BEAET FRAMELIN STREET
RICHMORD, VE 233180317

13 hers A0C 25045 1 CONGGE FA44E0D
74 MEALY AVEMNLIE
SLATE 108
LANGALEY AFB, VA 236652008

‘Waming: Appket Window

Figure 130: Multiple Delivery Detail - 0001

7. Enter amore detailed description of the line item, if necessary, in the Extended Description
field.

Thisfield holds up to 255 characters.
8. Enter aquantity in the Quantity field.

9. Enter an amount in the Estimated Unit Pricefield.

The PRweb module automatically calculates the line item cost out to five decimal places. The
user must include the quantity in order to save the lineitem.

Note: A dollar signis not required when entering the estimated cost of each unit.

10. Select the Option or Base Period radio button.

11. Enter the appropriate number of daysinthe Opt #field, if it isan option period line item.

Thisfield holds up to four characters. The specified number of days represents the period’s
duration in days.

12. Enter the MILSTRIP information inthe MIL STRIP field if necessary.
Thisfield holds up to 30 characters.

13. Select the appropriate unit of issue from the Unit of | ssue drop-down list box.
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Description Tab

The Description tab in the Line Item Detail window allows the PRweb user to further specify
details pertaining to the line item. The user can include the M anufacturer, M anufacturer Part
Number, Vendor Number, Product/Category Number, Drawing Number, Specification
Number, Serial Number, Piece Number, M odel Number, Color, Size, SMIC, Positive
Variation in Quantity, Negative Variation in Quantity, Project Number, FSC code, SIC
code, Brand Name/Sole Sour ce and NAICS code on this tab.

i Line Item Detail - 0001 =10 x|
File Funding
Murmber Dezcription

{0001 |

Detzil  Description | Fundingl Shippingl Local |nfc.|

Line ltem Detail

b anufacturer: Calact |
b arufacturer Colar: I

Part Mumber:

Yendor Mumber; Size: |

Prod./Cat. Mumber: SMIC: |

|
|
|
|
Drawing Number. | VarGty+ [ WarGw-[
|
|
|
|

Spec. Mumber: Project: |

Sernial Murnber: F5SC: | =

Fiece Mumber; S | |

Model Humber. Erand MWamesSole Source Iﬁ
MNAICS: | =

Warning: Applet \Window

Figure 131: Lineltem Detail — New — Description Tab

1. To associate a manufacturer with the line item, click the [Select] button next to the
Manufacturer field.
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The Vendor Address Search window opens.

Yendor Address Search

Search Criteria Search By

IE ' Code " Phone Mumber

" Hame " Zip Code
Search | Selewt | Cancel | " State
Code | Crganization | Street | City | State| Zip Code | H

=l 3

|Warning: Applet Window

Figure 132: Vendor Address Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired manufacturer.

4. Click the [Select] button.
The selected manufacturer displaysin the Manufacturer field in the Description Tab.

5. Enter the manufacturer number of the requirement in the Manufacturer Part Number field.
Thisfield holds up to 40 characters.

6. Enter the appropriate vendor number of the requirement in the Vendor Number field.
Thisfield holds up to 40 characters.

7. Enter the product/category number of the requirement in the Prod./Cat. Number field.
Thisfield holds up to 25 characters.

8. Enter the drawing number in the Drawing Number field.
Thisfield holds up to 25 characters.

9. Enter the specification number of the requirement in the Spec. Number field.
Thisfield holds up to 15 characters.

10. Enter the serial number of the requirement in the Serial Number field.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Thisfield holds up to 15 characters.

Enter the piece number of the requirement in the Piece Number field.

Thisfield holds up to ten characters.

Enter the model number of the requirement in the M odel Number field.

Thisfield holds up to ten characters.

Enter the color of the requirement in the Color field.
Thisfield holds up to 15 characters.

Enter the size of the requirement in the Size field.
Thisfield holds up to 30 characters.

Enter the Special Material |dentification Code (SM1C) of the requirement in the SM1C field.

Thisfield holds up to two characters.

Enter the Positive Variation in Quantity of the requirement in the Var Qty + field.
Thisfield holds a number greater than zero and equal or less than 10 with up to 2 decimals.

Enter the Negative Variation in Quantity of the requirement in the Var Qty - field.
Thisfield holds a number greater than zero and equal or less than 10 with up to 2 decimals.

Enter the project number/description of the requirement in the Project field.

Thisfield holds up to ten characters.

Select the Federal Supply Classification (FSC) code from the FSC drop-down list box.
Select the Standard Industrial Classification (SIC) code from the SIC drop-down list box.
Select the Brand Name/Sole Source from the Brand Name/Sole Sour ce drop-down list box.

Select the North American Industry Classification Standards (NAICS) code from the NAICS
drop-down list box.
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Funding Tab

The PRweb module provides the ability to add funding at the line item level or assign contract
level funding. For more information on contract level funding, refer to Chapter 4: Purchase
Request. The user can add line item level funding from within the Line Item Detail window. The
Funding tab displays line item funding information. The cumulative amount of funding
automatically displays on the Line Item tab of the PR. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.

# Line Item Detail - New i ]

Mumber Description
{001 | Taol Box and Kit

i letail

— [elete...

Detaill Descrigtion  Funding | Shippingl Local Infu:ul

Funding Strigp Funded &

Jawva spplet Window

Figure 133: Lineltem Detail - New — Funding Tab
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Creating a New Funding Source

PRweb users can create funding sources at the contract level. The System Administrator grants
user rights to manage funding information. If the user does not have these rights, funding
information is read-only.

1. Fromthe menu, select Funding - New.

The Funding Sources — New window opens with the funding header displayed at the top.

The funding header includes the Number, Description, and the Total Estimated Cost of the
lineitem. The data contained in these fields is retrieved from the Detail tab.

& Funding Sources - New |

Funding Sources

Mumber: ||:||3|:|1 Descrigtion: IT.:.:.l Box and Kit
Taotal Estimated Cost: |$9,5EIIZI.IIIEI
Fund Strip Ciign ] Edi | Manage..

Funded Amount: |$EI,5IZIIZI.IIIIII Fund ACRN: I

Joh Order | Expiration Date | Cuantity | Funded Amourt Add.. |

Edit....

Total Guantity: I Total Amaourt: I Dielete |

Ik | Cancel |
IJava Applet Window
Figure 134: Funding Sources — New Window
2. Tosearchfor an existing funding strip, click the [M anage] button.
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The Funding Strip Search window opens.

Funding 5trip Search
Search Criteria: I;gj Search By
% Code
Mew... | i | (B, | [elete | T User|D
Search | SEERE | Cancel | Ternplate: |I3I|:|I:ua| ;I
Code | User ID
=l 3
|'W'arning: Applet \wWindow
Figure 135: Funding Strip Search Window
3. Select the appropriate template from the Template drop-down list box.
Note: Selecting “Global” in the Template drop-down list box searches across all templates.
4. Enter Search Criteria, and click the [Sear ch] button.
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The search results display.

Funding Strip Search ﬂ
Search Criteria: IE Search By
* Code
Flewy... | Ecit... | Copy... | Delete " User ID
Search | Select | Cancel I Template: I.ﬂ-.rmy' j

Code Uzer ID

sy

1| Ir

Java spplet Window

Figure 136: Funding Strip Search Window

Note:  Only funding strips that have been created by the user or released by the PD? System
Administrator are displayed.

5. If the desired funding strip is not found, skip to step 8. If it isfound, continue with step 6.
6. Highlight the desired funding strip and click the [Select] button.

7. Skipto step 13.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

8. If the funding strip is not found, click the [New] button.
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The <Default Template> Funding Strip — New window opens.
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Figure 137: Army Funding Strip - New Window

Note:  The default funding strip template set by the System Administrator displays. If the
System Administrator has not selected a default template, you cannot continue.

9. Tochangeto an alternate template, select another template from the Select Template drop-
down list box.

10. Enter the funding strip information in the appropriate fields.

Note:  Each field must either be filled out completely or left blank.

11. Click [OK].
The funding strip displays on the list of available funding strips in the Funding Strip
Search window.

12. Highlight the new funding strip and click the [ Select] button to select the new funding strip.

13. Enter the appropriate fund amount in the Funded Amount field.

The Funded Amount field allows the PRweb user to enter the desired dollar amount to
correspond with the selected funding strip. (It isnot required to enter adollar sign.)

Note: The Funded Amount defaults to the total cost of the line item.

14. Enter an ACRN in the Fund ACRN.

The Fund ACRN field allows usersto enter ACRN information in the Funding Sour ce
window. Thisfield holds up to two characters.

15. Click [OK] to save.

Note:  The PR must be saved to save the new funding source.
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Editing a Funding Source

PRweb users can edit funding sources at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information

is read-only.
& Line Item Detail - 0001 “ i
File  Funcling —I—I
H . I 4] D A
Line ltem Detail ™" escription
oot | Tool Box and Kit

Detaill Desctigtion  Funding | Shippingl Local Infn:nl

Funding Strigp Funded &
29 20t 280 0 0 SA4RSSSRRCCCCCCRESATTEEDEAI 1111111111111 2222223 a,

Jawva spplet Window

Figure 138: Lineltem Detail - <Line Item Number> - Funding Tab

1. Fromthe Funding tab of the Line Item Detail window, highlight the funding source to be
edited.

2. From the menu, select Funding - Edit.

Note:  The PRweb user can also double-click on the funding source to open the highlighted
funding source.
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The Funding Sources window opens.

@ Funding Sources x|

Funding Sources

Mutnbet: ||:||:||:|1 Description: ITcu:.l B and Kit
Total Estimated Cost: |$9,SDD.DD
Fund Strip PlEsy... I Ecltt... I Manage...l

|21 2hly 2888834 4BSSSERCTCCCCESETTEEDESISST 1111111111111 222222523 553

Funded Amount: |$9,5IZIIZI.IZIIZI Fund ACRR: I
Al |

Edit...

Tatal Cusntity: IIZI.III Total Amount;  |0.00 Delete |

Ok | Cancel |

Java applet Window

Figure 139: Funding Sources Window

3. Make desired changes and click [OK] to return to the Line Item Detail window.

4. Fromthe menu, select File - Update to update the line item with the funding information.

Note:  The PR must be saved to save the new funding source.

Deleting a Funding Source

PRweb users can delete funding sources at the contract level. The System Administrator grants
user rights to manage funding information. If the user does not have these rights, funding
information is read-only.
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& Line Item Detail - 0001 _ S
File  Funding —I—I
i o | Pumb o e
Line Item Detail ™" esctiption
| o001 | Tool Box and kit
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80ES99911111111111111.
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Figure 140: Lineltem Detail - <Line Item Number> - Funding Tab

1. Fromthe Funding tab of the Line Item Detail window, highlight the funding source to be
deleted.

2. From the menu, select Funding — Delete.

3. Click the[Yes] button in the Confirmation window.
The Funding tab displays with the funding source deleted from the table.

4. Fromthe menu, select File - Update to update the line item with the funding information.

Note:  The PR must be saved to save the funding source.

Creating a New Funding Strip

PRweb users can create funding strips at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.
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Figure 141: Lineltem Detail — New Window

1. Fromthe menu, select Funding — New.
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The Funding Sources — New window opens.

{2 Funding Sources - New

Figure 142: Funding Sources— New Window

2. Click the [New] button.
The <Default Template> Funding Strip — New window opens.

Figure 143: Army Funding Strip — New Window

3. Tochange an alternate template, select another template from the Select Template drop-
down list box.
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4. Enter the funding strip information in the appropriate fields.

Note: Each field must either be filled out completely or left blank. However some fields may
be required, depending on how the System Administrator configured the funding
template.

5. Click [OK].
The funding strip displays in the Fund Strip field of the Funding Sources - New window.

6. Click [OK] to returnto the Line Item Detail window.

7. From the menu, select File - Update to update the line item with the funding information.

Note: A new funding strip may also be created from the Funding Strip Sear ch window by
clicking the [New] button.

Note: The PR must be saved to save the new funding strip.

Copying a Funding Strip

PRweb users can copy funding strips at the lineitem level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.
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b | ine Ttem Detail - New

Funding

Figure 144: Lineltem Detail — New — Funding Tab

1. Fromthe menu, select Funding - New.
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The Funding Sources — New window opens.

Funding Sources - Hew

Funding Sources

Murnber: |IJIJIJ1 D escriphion: |
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Figure 145: Funding Sources—New Window

2. Click the[M anage] button.
The Funding Strip Search window opens.

Funding Stnip Search Ei
Search Criteria; I;?q Search By
" Code
MHew... I Edif.. | ) mji | [relete | " User ID
Search I Helent | Cancel | Template: IGIDI:uaI ;I
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50| 3
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Figure 146: Funding Strip Search Window
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3. Select the appropriate template from the Template drop-down list box.

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” section in
Chapter 2: PRweb Desktop.

Funding Strip Search |

Search Criteria: IE SEEIEL
" Code
M. . | Eciit... | Copy... | Delete & Uszer ID
Search | Select | Cancel I Template: I.&rmﬁ.-' ;I
Code User ID

3 G 5788, §4444444444397 5945999993

‘| [+

Jawva dpplet Wwindow

Figure 147: Funding Strip Search Window

5. Highlight the desired funding strip and click the [Copy] button.

The <Default Template> Funding Strip - Copy window opens with the copied funding
strip information in each field.
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Figure 148: Army Funding Strip — Copy Window
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Note: Thefunding strip is copied into the template that corresponds with the PRweb template
used to create the original funding strip. If the funding strip was created with a PRweb
template that has either been disabled or updated, the PRweb user is unable to copy the
funding strip. In addition, funding strips that were routed from PD? will display as
Miscellaneous.

6. Make the desired changes to the funding strip.
7. Click [OK] to save the changes and return to the Funding Strip Sear ch window.
The new funding strip displaysin the Funding Strip Search window.

8. Highlight the funding strip and click the [Select] button to select the new funding strip.
9. Click [OK] to return to the Funding tab of the Line Item Detail window.

10. Fromthe menu, select File - Update to update the line item with the new funding
information.

Note: The PR must be saved to save the edited funding strip.

Editing a Funding Strip

PRweb users have two options for editing funding strips at the lineitem level. The System
Administrator grants user rights to manage funding information. If the user does not have these
rights, funding information is read-only.

If the System Administrator has updated or removed the template from which the selected funding
strip was created from, PRweb alerts the user that the template has changed.

Confiimakion | 5|

? T o bursthesg dempldale used Lo cresle e

'\I') lusachesy tlig bt e changed o dresbled
Salac] e b pdals upng resy ureing
lamplata, Sebsc! Wo™ i e sebechad
lundheng tip as sesd oridy

vor | Mo |

Wity Appkel Window

Figure 149: Confirmation Window
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If the user selects[Yes], the PRweb user is able to create a new funding strip using the updated
version of the template or specify another template.

|
L

Figure 150: Army Funding Strip — New Window

If the user selects[NOQ], the funding strip displays as read-only.

Figure 151: Army Funding Strip — (Read Only) Window
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Option 1: By Funding Strip Search

& Line Item Detail - 0001 S
File  Funding —I—I
i o | Pumb o e
Line Item Detail ™" esctiption
| o001 | Tool Box and kit

Detaill Description Funding | Shippingl Local Infu:ul

FundrgStp  |Fumedn

1111111111111

Java fpplet Window

Figure152: Lineltem Detail - <Line Item Number> - Funding Tab

1. Highlight the funding source to be edited.

2. From the menu, select Funding — Edit.
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The Funding Sources window opens.

& Funding Sources

[DElete)

Figure 153: Funding Sources Window

3. Click the [M anage] button.
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The Funding Strip Search window opens.

Funding Strip Search
Search Criteria: IE Search By
% Code
Mew... | Edit... | (B, | [Ielete | " User ID
Search | SElest | Cancel | Template: IGInbaI ;I
Code | ger D
Kl | 5

|Warning: Applet \Window

Figure 154: Army Funding Strip — Edit Window

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the ‘ Search Function” section in
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Edit] button.
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The Army Funding Strip — Edit window opens with the original funding information

displayed.
Note:  You may not edit afunding strip that is applied to either another PR or another funding
source on the same PR.
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Figure 155: Army Funding Strip — Edit Window

6. Make desired changes to the funding strip and click [OK] to return to the Funding Strip
Sear ch window.

7. Click the [Select] button to select the updated funding strip and return to the Funding
Sour ces window.

8. Click [OK] to return to the Funding tab of the Line Item Detail window.

9. From the menu, select File - Update to update the line item with the new funding
information.

Note: The PR (or PR Mod) must be saved to save the edited funding strip.
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Option 2: By Funding Sour ces Window
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Figure 156: Lineltem Detail - <Line Item Number> - Funding Tab

1. Highlight the desired funding source.

2. From the menu, select Funding — Edit.
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The Funding Sources window opens.

P -
% Funding Sources

[DElete)

Figure 157: Funding Sources Window

3. From the Funding Sour ces window click the [Edit] button next to the Fund Strip field.
The Funding Strip — Edit window opens with the original funding information displayed.

Figure 158: Army Funding Strip — Edit Window
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4. Make desired changes to the funding strip and click [OK] to return to the Funding Sour ces
window.

5. Click [OK] to return to the Funding tab of the Line Item Detail window.

6. From the menu, select File - Update to update the line item with the new funding
information.

Note:  The PR must be saved to save the edited funding strip.

Deleting a Funding Strip

PRweb users can delete funding strips at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.

! Line Item Detail - 0001 [ [O] x|

File  Funding

M urnber Dezcrption

Line Item Detail
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Figure 159: Lineltem Detail —<Lineltem Number> - Funding Tab
1. Highlight the desired funding source.

2. From the menu, select Funding - Edit.
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The Funding Sources window opens.

Funding Sources
Funding Sources
Humber: IEIEIEI'I Description; ITraining
Total Estimated Cost: |$1 0,000.00
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Figure 160: Funding Sources Window

3. Click the[M anage] button.
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The Funding Strip Search window opens.

Funding 5trip Search
Search Criteria; Iz Search By
&+ Code
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Figure 161: Funding Strip Search Window

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” section in
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Delete] button.

Note: You may not delete afunding strip that is applied to another PR, aline item on the same
PR or the same line item on a different funding source.

6. Click the[Yes] button in the Confir mation window.

The Funding Strip Search window displays with the funding strip deleted from the table.
7. Click the [Cancel] button to return to the Funding Sour ces — New window.
8. Click [OK] to return to the Funding tab of the Line Item Detail window.

9. From the menu, select File - Update to update the funding information.

Note: The PR must be saved to save the funding information.

AcquiLine PRweb v2.3 141 July 29, 2002
Functional User’s Guide



Chapter 6: Line Item

Creating a Job Order

PRweb users can create job orders at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

€ Line Ttem Detail - New 0] =]

oo | Toolboxes|

| stioging | Localinto |
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Figure 162: Lineltem Detail — New — Funding Tab

1. Fromthe menu, select Funding — New.

AcquiLine PRweb v2.3 142 July 29, 2002
Functional User’s Guide



Chapter 6: Line Item

The Funding Sources — New window opens.

{2 Funding Sources - New

Figure 163: Funding Sources— New Window

2. Click the [Add] button next to the Job Order table.
The Attach Job Order — New window opens.

3, Attach Job Order - New

A

Figure 164: Attach Job Order — New Window

3. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Search Criteria
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Figure 165: Job Order Number Search Window

4. Click the [New] button.

The Create New Job Order window opens.

& create New Job Order x|

Job Croder Mumber: ||

Funds Expiration Date: I

Ik | Cancel

Java applet \Window

Figure 166: Create New Job Order Window

5. Enter anumber in the Job Order Number field and an expiration date in the Funds
Expiration Datefield.

Note:  The funds expiration date can be entered manually or by using the Auto-Calendar feature.

6. Click [OK] toreturnto the Job Order Number Sear ch window.
7. Double-click the new job order to return to the Attach Job Order — New window.

8. Click [OK] to return to the Funding Sour ces — New window.

The job order displaysin the Funding Sources — New window.

9. Click [OK] to return to the Funding tab of the Line Item Detail window.
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10. From the menu, select File » Update to update the funding information.

Note:  The PR must be saved to save the funding information.

Attaching a Job Order

PRweb users can attach job orders at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

& Line Item Detail - New _(o x|
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Figure 167: Lineltem Detail — New — Funding Tab

1. Fromthe menu, select Funding — New.
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The Funding Sources — New window opens.

& Funding Sources - New |

Funding Sources
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Figure 168: Funding Sources— New Window

2. Click the[Add] button next to the Job Order table.

The Attach Job Order - New window opens.

Attach Job Order - Hew E

Jaob Order: I i Select..
Funded Amauint; IN )

Funded Guartity: IN;’.-‘l'-.

k. Cancel

|Warning: Applet Window

Figure 169: Attach Job Order — New Window

3. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
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Figure 170: Job Order Number Search Window

4, Enter Search Criteria.

5. Check the Current Job Orders Only checkbox to display job orders that have not expired.
6. Click the[Search] button.

The search results display.
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Figure 171: Job Order Number Search Window
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7. Highlight the desired job order number and click the [ Select] button.

The Attach Job Order — New window opens.

& Attach Job Order - New

Job Crroer: ICEIEIEISEMEI‘I
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Funded Quartity: |Nm

Ok Cancel
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Figure 172: Attach Job Order — New Window

8. Click [OK] to return to the Funding Sour ces — New window.
9. Click [OK] to return to the Funding tab of the Line Item Detail window.

10. Fromthe menu, select File — Update to update the funding information.

Note:  The PR must be saved to save the funding information.
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Editing a Job Order

PRweb users can edit job orders at the lineitem level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

€. Line Item Detail - 0001

T

Figure 173: Lineltem Detail —<Line Item Number> — Funding Tab

1. Double-click an existing funding source.
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The Funding Sources window opens.
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Figure 174: Funding Sources Window

2. Highlight the desired job order and click the [Edit] button next to the Job Order table.
The Attach Job Order — <Job Order Name> window opens.

& Attach Job Order - COD039491

Job Crroer: ICEIEIEISEMEI‘I
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Ok Cancel
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Figure 175: Attach Job Order - <Job Order Name> Window

3. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Search Criteria
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Figure 176: Job Order Number Search Window

4. Enter Search Criteria, and click the [Sear ch] button.

5. Highlight ajob order number and click the [Select] button.

The Attach Job Order - <Job Order Name> window opens with the new job order
number displayed in the Job Order field.

& Attach Job Order - COD039491

Job Order. |kPat01

Funded Amourt:  [3,500.00

Funded Quartity: |1 00,00

Ok Cancel
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Figure 177: Attach Job Order - <Job Order Name> Window

6. Click [OK] to return to the Funding Sour ces window.
7. Click [OK] to return to the Funding tab of the Line Item Detail window.

8. From the menu, select File - Update to update the funding information.

Note:  The PR must be saved to save the funding information.
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Deleting a Job Order

PRweb users can delete job orders at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order

information is read-only.

& Line Item Detail - 0001 i
File  Funcling —I—I
H . I 4] D q
Line ltem Detail ™" escription
oot | Tooloxes

Detaill Desctigtion  Funding | Shippingl Local Infn:nl

P R e e e e e e T 9,

Jawva spplet Window

Figure 178: Lineltem Detail - <Line Item Number > Funding Tab

1. Double-click an existing funding source.
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The Funding Sources window opens.

& Funding Sources ]

Funding Sources

Mumber: ||:||3|:|1 Descrigtion: IT.:.:.lb.:.xes
Taotal Estimated Cost: |$9,5EIIZI.IIIEI
Fund Strip PEsy... Ediit... Manage...l

I?5E?555555555555555555555555&.-' i i = =1 =1 o =ttt ot o ot o ot o

Funded Amount: IQ,SDD.DD Fund ACRN: I
Addd... |

HPA101 10-hay-2003 1000 9,500.00 =

Tatal Cuantity: |1IZIEI.III Total Amourt: IQ,SDEI.EIEI Delete |

Ok | Cancel |

IJava Applet Window

Figure 179: Funding Sources Window

2. Highlight ajob order and click the [Delete] button next to the Job Order table.

3. Click the[Yes] button in the Confir mation window.

The Funding Sources window displays with the job order deleted from the table.

4. Click [OK] toreturn to the Funding tab of the Line Item Detail window.

Note:  The PR must be saved to save the funding information.
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Updating the Purchase Request with a Line Item

PRweb users can update the PR with aline item once it has been created or modified. An updated
PR reflects any changes made to the line item since the last update. To update the PR with aline
item, select the File > Update from the Line Item Detail menu. Updating the PR with aline
item returns the user to the PR window.

Note:  Updating and saving are two separate functions. A PR that has been updated with aline
item needs to be saved in order to save the PR in its updated status.

Creating a New Subcontract Line Item

The process for creating a Subcontract Line Item (SubCLIN) is similar to the creation of a
Contract Line Item (CLIN), however, there are afew differences. For example, if you have a
Priced CLIN, the CLIN Type defaultsto Info Only in accordance with the Defense Federal
Acquisition Regulations (DFARS).

1. Openanexigting PR.
2. Highlight a CLIN from the Line Item tab of the Purchase Request window.

3. Fromthemenu, select Lineltem > New - SubCLIN.
The Line Item Detail — New window opens with the Detail tab displayed.

The line item detail header displays at the top of the Line Item form and is visible from every
tab of the Line Item Detail — New window.
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! Line Item Detail - New O] =]

oo [

- Select|
[ Zd 1 S =

_SHCE S i

Figure 180: Lineltem Detail — New — Detail Tab

Note:  Since creating a SUbCLIN is similar to creating a CLIN, refer to “Creating a New Line
Item” in this chapter, to learn how to create a CLIN.

4. From the menu, select File - Update.
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The SUbCLIN displays as part of CLIN “ 0001” .

i Purchase Request - 123Train |_ [O] =]
File  Line [tem

Dezcriptioh Purchaze Request Humber

Purchase ITlaining |123Tlain

Reques': Requisition Date DPAS Pricrity Rating | Priarity
|06-Sep-2000 | |

Mzin Form ~ Line fem | Cortracts | Addd! Data |
Total Funding |$2EI,EIEID.DEI Contract Level Funding  [{c I
* alues way be mumded for digolay purposes.
=) Training 2.0 10,000.00 $20,000.00

000107 Training SubCLIN

Total Cost: [$20,000.00

|Warning: Applet Window

Figure 181: Purchase Request —<Purchase Request Number> —Line ltem Tab
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Shipping Tab
The Shipping tab allows the PRweb user to identify the Shipping Address, Free On Board

(F.O.B.), Additional Markings, Charge Shipping To, Hazardous Material (HAZMAT)
Requirements and Shipping Mode.

i Line Item Detail - New

A Carriers Termingl, P of E =

Figure 182: Lineltem Detail — New — Shipping Tab

1. Toenter ashipping address, click the [Select] button next to the Addressfield.

The Address field allows the PRweb user to search for a specific address from the PD?
database.
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The Ship to Contact Search window opens.

Ship To Contact Search E3

Search Criteria Search By

IE * Code = Organization M ame

" Contact Mame  © Phone Mumber
Search | Sl | Cancel | £ State " Zip Code
Contact | Code | Organization | City | State | Zip Code PH

= S

|‘-.-\-"arning: Applet Windaw

Figure 183: Ship To Contact Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired shipping address.

4. Click the [Select] button.
The Shipping tab displays the selected shipping addressin the Addressfield.

5. If aPD2user adds multiple delivery information to a PR and return routes that PR to PRweb,
PRweb will not display the Shipping Addressfield. To seea summary of the multiple
delivery information, click on the [M ultiple Deliveries] button |ocated on the Detail tab of
the PR. PRweb displays the multiple delivery information including the ship to address
information in a summary format that is read-only.
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! Line Item Detail - 0001 O] =]

a1 Chock ‘Wheel, Painted

Figure 184: Lineltem Detail —0001 — Shipping Tab

6. Toenter Free On Board instructions, select the desired item from the F.O.B. drop-down list
box.

7. Enter any additional markings and specifications for shipping in the Additional M arkings
field.
Thisfield holds up to 60 characters.

8. Enter shipping charge information in the Char ge Shipping To field.
Thisfield holds up to 40 characters.

9. Enter Hazardous Materials (HAZMAT) information in the HAZM AT field.
Thisfield holds up to four characters.

10. To enter the mode of shipping, click the [Select] button next to the Shipping M ode field.

The Shipping Mode field alows the PRweb user to search for the shipping mode that is
required for the material being shipped.
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The Shipping Mode Search window opens.

Shipping Mode Search
Search Criteria Search By
IE i Code = Description
Search | Selest | Cancel |
Code | Dezcription

|Warning: Applet Window

Figure 185: Shipping Mode Search Window

11. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

12. Highlight the desired shipping mode.

13. Click the [Select] button.
The Shipping tab displays with the selected shipping mode in the Shipping Mode field.
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Local Info Tab

The Local Info tab allows the PRweb user to view, refresh, and edit line item local fields of a PR.
The PD? System Administrator determines the lineitem local info fields that are displayed on the
Local Info tab. Refreshing the Local Info tab allows the user to update the line item local fields
with the latest changes made by the PD? System Administrator. Clicking the [Refresh] button for
alineitem updates all local info configurations for al line items on the PR. When the Local Info
isrefreshed, any existing data in the fields remain, only the labels of the fields change. If the new
configuration has deleted fields from the old configuration, they are not displayed. If there have
been no updates made in PD?, the fields remain the same.

! Line Item Detail - 0001 =10] x|

File Funding

Line ltem Detail Mumber Description
[ | Training

Detail | Description | Funding | Shipping  Local Info |

Type
Shipping Label Mo

Trade

E-mail Addresz

Foreign address

|
|
|
Local Code |
|
|
MAFT A, |

R efrezh |

Warning: Applet \Window

Figure 186: Lineltem Detail —New — Local Info Tab

1. Click on the [Refresh] button to refresh the line item local fields to the most current
configuration set by the PD2 System Administrator.

2. Enter lineitem local information in the appropiate fields.

AcquiLine PRweb v2.3 161 July 29, 2002
Functional User’s Guide



Chapter 6: Line Item

Copying a Line Item

1. From the Purchase Request window, click on the Line Item to be copied.

2. Fromthe menu, select Line ltem - Copy.
The Line Item tab is updated with the copied Line Item.

i Purchase Requesk - New ;Iglil

My * Leription
FEdt... cumentation Test

Purchaze Reguest Mumber
[pocoot

‘ CPAS Priority Fating | Pricrity

Lui&itiun Date
ful-2002

Delete

Main Form ~ Line kem | Contracts | Addl Data

Contract Level Funding Mo, |

* lalyes w3y he munded for disnlay auposes.
[rit Cozt Total Cost *

100.00 $10,000.00

Total Funding: |$1 0,000,00

Unit of 1zzue

Eluantity

100.0

Mumber Dezcnption

oo

Total Cost: [$10.000.00

Warning: Applet YWindow
Figure 187: Purchase Request - <Purchase Request Number> —Line Item Tab

Line Items cannot be copied on PR Madifications. For more information on PR

Note:
Modifications, refer to Chapter 5: PR Modifications.

AcquiLine PRweb v2.3 162 July 29, 2002

Functional User’s Guide



Chapter 7: Attachments

Chapter 7: Attachments

PRweb users may attach externa filesto the PR. In This Chapter...

The creation of an attachment facilitates the

completion of a Requirements Package. For Using the Attachments function
example, a PRweb user can attach a Statement of described in this chapter, you can:
Work document to a PR or PR Modification and

send both objects to the Contracting Office. The *  Add an attachment

PRweb user may add, view and remove any Object e View an attachment

Linking and Embedding (OLE) compatible objects. o BETEEED SIS

Adding an Attachment
PRweb users may attach any OLE compatible object to the PR.

To attach an OLE compatible object:
1. Fromthe PRweb user’s desktop, open aPR.

2. From the menu, select File > Attachments.

The File Attachments window opens.

File Attachments E3

attached Documents Add...

e

Eemove

i

Cloge

Dezcription:

|Warning: Applet window

Figure 188: File Attachments Window

AcquiLine PRweb v2.3 163
Functional User’s Guide

July 29, 2002



Chapter 7: Attachments

3. Click the[Add] button.

The New Attachment window opens.

Mew Attachment

Filename: I

Description:

Cancel |

|Warning: Applet Window

Figure 189: New Attachment Window

4. Enter the name of the file to be attached in the Filename field.

Note:  Thefilename does not need to be the actual name of the object being attached. The
filename displays for reference purposes. Users should include the extension of the
object they are attaching at the end of the filename. For example, if a Statement of Work
created in Microsoft Word is attached, the filename should be in the form “ SOW.doc” .

In this case, the file's extension is “.doc.”

5. Enter adescription in the Description field.

6. Click the[Select File] button to continue.
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The Upload File window opens as a new Web browser window.

3 Upload File - Microsoft Internet Explorer

J File Edit ‘iew Favortee Toole Help |
> .0 ) | @ 3 B S
Back FEranard Stop  Refresh  Home Search Favortes  History il Print
J Address I@ 7383211 2160600ede0___14186cF300f0d8d0d2___ Ob02fe9f3f2f e 2dboedlc 2 2232890584 7478664 330441520161 5858f0302J 6> Go
J Links &]Acquiline 48] Customize Links @] Free Hotmail &7 Windows
=
Select file to attach:
f Browse.. | Aftach |
Mote: PEaweb allows wou to upload any file on wour desktop. However, we strongly recommend that wou attach
documents that can be interpreted by the desktop software used by your Contracting Office and other PRweb users
Microsoft Office® documents are preferred.
I
|&] Dore ’_’_|O Intemet i
Figure 190: Upload File Window
7. From the PRweb Attach File window, click the [Browse] button.
The Choose file window opens.
Chooze file |

Loak. jn: I ty Computer

= & & ==

== 3% Floppy [A: ]

%e on "wahoo' [E:]
=2 ¢ on "wahoo! [F1]
=2 amz(G:)

<] |

2l

File namme: I

Open I

Files of type: | A1l Files (%)

j Cancel |

Figure191: Choose File Window

8. From the Choose File window, locate the desired object to attach to the PR.
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9. Highlight the object.

10. Click the [Open] button in the Choose File window.
The Upload File window opens.

11. Click the [Attach] button to attach the object to the PR.

12. Click [OK].
The Upload Complete window opens with the “ Successful Attachment” message.

<} Upload Result - Microsoft Internet Explorer

Figure 192: Upload Complete Window

13. Close the window to return to the File Attachments window.

AcquiLine PRweb v2.3 166 July 29, 2002
Functional User’s Guide



Chapter 7: Attachments

The new attachment is displayed in the Attached Documents table with its description
displayed in the Description field.

File Attachments

Attached Documents Add...

Wi,

Remove

i

Cloze

Description

Staternent of ‘Wwark,

|Warning: Applet Window

Figure 193: File Attachments Window

14. Click the [Closg] button to return to the PR.

15. From the menu, select File = Save to save the attachment.

Viewing an Attachment
PRweb users may view objects that have been attached to the PR.
To view an attachment:
1. Fromthe PRweb user’s desktop, open aPR.

2. Fromthe menu, select File > Attachments.
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The File Attachments window opens.

File Attachments

Attached Documents Add...

Wi,

i

Remove

Cloze

Description

Staternent of ‘Wwark,

|Warning: Applet Window

Figure 194: File Attachments Window

3. Highlight an attachment and click the [View] button.

The Viewing | nstructions window opens.

Viewing Instructions

Microzaft Office, plain text and HTML documents and
JPEG and Bitmap images will be automatically
dizplaved in a new browser windov,

I order to view all other attachmentz, you must:

1. Save the downloaded file to a temporary directony
2. Bename the file ta itz onginal name
3. Open the file with the appropriate application

Click. OF. ta continue.

] Cancel

W always view attachment instructions.

|Warning: Applet Window

Figure 195: Viewing I nstructions Window

4. Read the Viewing Instructions and click [OK].
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Note: If changes were made to the attachment, the user must remove the original object and re-
attach the updated object.

Removing an Attachment
PRweb users may remove attachments from a PR.
To remove an attachment:
1. Fromthe PRweb user’s desktop, open an existing PR with an attachment.

2. Fromthe menu, select File > Attachments.

The File Attachments window opens.

File Attachments E3

Attached Documents Add.

Wigw, ..

Remove

il

Cloze

Dezcription:

Statement of *Work,

|'W'arning: Applet wWindow

Figure 196: File Attachments Window

3. Fromthe File Attachments window, highlight the desired attachment and click the [Remove]
button.

4. Click the[Closg] button to return to the PR.

5. From the menu, select File - Save to save the attachment.

Note:  An attachment on a PR Modification that was pulled forward from the conform copy can
not be removed in PRweb. Only attachments that were added to the PR Modification can
be removed. The attachments pulled forward from the conform copy can be removed in
PD2.
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Chapter 8: DD254

In This Chapter...

The DD254 menu option allows the PRweb user Using the function described in this
to add a contract Security Classification chapter, you can:
Specification (DD254) to the PR. +  Add asecurity classification

specification (DD254) to the PR

To add aDD254 to aPR:

1. Fromthe PRweb user’s desktop, open an existing PR.

2. Fromthe menu, select File - DD254.

The DD254 window opens. This window contains six tabs:

e ltemsl1-5
e |tems6-9
e |tems10-11
e |tems12-13
e ltems14-15
e ltems16-17
1 DD254 - 123Train M=

File:

ftems 1 -5 | ItemSE-Ell ftems 10 - 11 | fems12 - 13 | Item314-15| nems15.1?|

DEPARTMEMT OF DEFENSE Ta. FACILITY CLEARAMCE REQUIRED
COMTRACT SECURITY CLASSIFICATION SPECIFICATION
[The requiremerts of the Dol Industrial Securnity Manual b, LEVEL OF SAFEGUARDING REQUIRED

apply to all security aspects of thiz effort.)

2. THIS SPECIFICATION IS FOR: [complete az applicable] | 3. THIS SPECIFICATION 1S [complete as applicable]

" a PRIME COMTRACT NUMBER & 5 DRIGIMAL [Complete date in all cases)
I Date: |28-Sep-2DDD
b SUBCOMNTRACT MUMBER " b, REVISION [Supercedes all previous specifications)

| Rev. ﬂ:l Date:l

* ¢ SOLICITATION OR OTHER MUMBER Due Date " . FINAL [Complste tem 5 in all cases)
I'I 23Train I Date: I

4,15 THIS & FOLLOW OM COMTRACT? « Yes € No  If pes, complete the following:

Clazsified material received or generated under I [Preceding Contract Mumber] iz ransfered to
thiz fallaw-on contract.

B IS THIS A FINAL DD FORM 2547 “ Ye: Mo |fyes, complete the following:

In rezponze to the contractor's request dated I retention of the identified classification material iz
authorized for the period of: | through |

|Waming: Applet Window

Figure 197: DD254 - <Purchase Request Number> Window
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3. Enter the appropriate information on each tab to complete the DD254.

4. Fromthe menu, select File - Update to update the PR with the DD254.
Updating the PR with a DD254 form closes the DD254 window.

Note: Updating and saving are two separate functions. A PR that has been updated with a
DD254 needs to be saved in order to save the PR in its updated status.
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Chapter 9: Workflow

Routing .
In This Chapter...
The PRweb module supports the electronic routing : :
and approval of PRsand PR Mods within PRweb and [l USing the Workflow functions
between PRweb users and PD? users. Members of described in this chapter, you can:
security grOl_JpsthaI only have routing access to «  RouteaPR or PR Mod by
specific routing templates may only choose from creating a custom routing sheet
those templates to which they have access when
routing. PRweb users without restricted security * ApproveaPR or PR Mod
access can create new routing sheets, edit existing «  View approval history
routing sheets and create route templatesto facilitate
the electronic review and approval process.
The user must select a PD? user in order to route a PR. However, aPR Mod is automatically
routed to the PD? user that owns the conform copy of the base PR
Creating a Custom Routing Sheet
Only users with custom routing privileges may create custom routing sheets. Users have custom
routing privilegesif they are not a security group member or are amember of a security group that
has custom routing privileges. Users with custom routing privileges may create routing sheets by
using any combination of usernames, group names or template users.
Creating a Custom Routing Sheet — All Users
To create a custom routing sheet using the All Users option:
1. Fromthe PRweb user’s desktop, highlight a PR or PR Mod.
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2. From the menu, select Purchase Request - Route.
The Routing Sheet - <Purchase Request Number> window opens.

2 Routing Sheet - PRO101 x|

Routing Sheet

™ Group Templates

" Template ;I

Route Ta

30 CHARACTERS USER ID 0 - Michelle Vs
ACCEPTOR FOUR
ACCEPTOR ONE

ACCEPTOR THREE

ACCEPTOR Twvo
ADAk AMDREMS
Al Ex DL SCHEFER
A EX SCHEFER:

melect Al I

Route to PD? User: I Select. . |
Wiewy Groups. .. | Ok | Cancel |

IJava Applet \window

Figure 198: Routing Sheet - <Purchase Request Number> Window

Note: The All Usersradio button is automatically selected by default.

3. Fromthe Routing Sheet window, select the View Routees By radio button.

Note: The User list box displaysall available usersto add to the routing sheet. Asusersare
added to the routing sheet their username displays in the order they were selected in the
Route Tolist box. Users must be placed in routing order on the routing sheet. The user
in the zero position is the creator of the PR and cannot be deleted from the routing sheet.

4. Select routees for the new routing sheet by highlighting desired users from the User list box
and clicking the[ p ] button.

Note:  Routees may be removed from the routing sheet by highlighting the desired user from the
Route To list box and clicking the [ ¢ ] button.
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5. Click the[Select] button next to the Route to PD? User field.

The Select PD? User window opens.

Select PD® User

PO Uzers
Drarninic Joel

Sarak Joyce
System Administrator

Selent {  LCancel

|Warning: Applet Windaw

Figure 199: Select PD? User Window

Note:  When the user clicks the [Select] button next to the Route to PD? User field on aroute
sheet for a PR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

6. Highlight the appropriate PD? user.

7. Click the [Select] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

8. Click [OK] toinitiate the routing sheet.

Note:  Once anew routing sheet has been created and saved, routing initiates automatically.
The creator of a PR does not need to approve the PR to begin the routing process.

Create a Route Sheet — Groups

Selecting the Groups radio button displays al organizational groups created by the PRweb
System Administrator.

To create aroute sheet using the Groups criteria:
1. Fromthe PRweb user’s desktop, highlight a PR.

2. From the menu, select Purchase Request — Route.
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The Routing Sheet - <Purchase Request Number> window opens.

3. Select the Group radio button.

# Routing Sheet - PRO102 x|

Routing Sheet

View Routees By : | &l Users

Templates
" Template ;I

GraUp ’_* Foute Ta

0 - Michelle Wiy
Alex grp |-‘
CUSTOMER
DF&S —
Dena v E
Dena's
EG
ERIK

-

Select Al I

Foute to PD* Uset: I Select... |
Wiewy Groups... | 034 | Cancel |

I..lava Applet Window

Figure 200: Routing Sheet - <Purchase Request Number> Window

4. Click the[View Groups] button to view members of a group.

AcquiLine PRweb v2.3 175 July 29, 2002
Functional User’s Guide



Chapter 9: Workflow

The Groups (Read Only) window displays.

i Groups (Read Only}) ;lglﬁl

Deszcription Open... |
Alex arp Alex's Group
CHICKEMWS Just chickens
CUSTOMER Cuztorner for PRweb Creation
DFAS DFAS PayMEMT OFFICE GROUP
Dena’f Dena's Fun Group 2
Dena's Fun Group
EG Ellen's Routess
ERIK Erik's group -
ERIKZ Erik's zecond group
E nwin2 Emain's Second Group
FOR VIEW To wiew the PR of your subs. .
| I S Cloze

|Warning: Applet Window

Figure 201: Groups (Read Only) Window

5. Highlight the desired group and click the [Open] button to view group members.

Group - Alex grp (Read Only) - 5[

M arne: I.-’-'-.Ie:-: arp

Diescription: |.&Ie:<'s Group

Members | Managersl Rigf‘rtsl

Mon-t embers - hembers
30 CHARACTERS USER 1D ACCEFTOR TwO
ACCEPTOR FOUR E ACCEPTOR THREE
ACCEPTOR OME ADEM AMDREWS
ACAUSERZ.1 ANDREW
AQUAFINA, ALE¥ DL SCHEFER
B W/ atzon E ALEX SCHEFER
B Watson JENMIFER ROS5
B ' atzan
BADILLO

Cloze |

Wearning: Applet Window

Figure 202: Group - <Name> (Read Only) Window

6. Click the[Closeg] button to return to the Groups (Read Only) window.

7. Click the[Close] button to return to the Routing Sheet <Purchase Request Number >
window.
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8. Select group(s) for the new routing sheet by highlighting a desired group from the Group list
box and clicking the [ p ] button.

Note:  All groupsthat the PRweb System Administrator created displaysin the Group list box.
As groups are added to the routing sheet their group name displaysin the order they were
selected in the Route To list box. Groups must be placed in routing order on the routing
sheet. The user in the zero position is the creator of the PR and cannot be deleted from
the routing sheet.

Note:  Groups may be removed from the routing sheet by highlighting the desired group from
the Route To list box and clicking the[ 4 ] button.

9. Click the[Select] button next to the Route to PD? User field.

The Select PD? User window opens.

Select PD® User

PO Uzers
Drarninic Joel

Sarak Joyce
System Administrator

Selent {  LCancel

|Warning: Applet Windaw

Figure 203: Select PD? User Window

Note:  When the user clicks the [Select] button next to the Route to PD? User field on aroute
sheet for a PR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

10. Highlight the appropriate Contracting Officer.

11. Click the [Select] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

12. Click [OK] to initiate the routing sheet.

Create Routing Sheet — Template

PRweb employs the use of templates to facilitate the routing process. Users with appropriate
security access can create individual route templates. Selecting the Template radio button
activates the Templates drop-down list box and allows the user to display global and individual
templates. The user can then select the desired template.
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To create aroute sheet using the Templates criteria:
1. Fromthe PRweb user’s desktop, highlight a PR.

2. From the menu, select Purchase Request > Route.
The Routing Sheet - <Purchase Request Number> window opens.

3. Select the Template radio button.

% routing Sheet - PRO103 x|

Routing Sheet

View Routees By : { A&l Users

Templates

I[Nl:une] ;I

Ternplate Route To
0 - Michelle Way

>
-

Select Al I

Route to PD? User: | Select... |
Wiewy Groups.. | Cil | Cancel I

I.Java Applet Window

Figure 204: Routing Sheet - <Purchase Request Number> Window

4. Select the desired route template from the Templates drop-down list box.

5. Select routees for the new routing sheet by highlighting the desired members from the
Template list box and clicking the[ p ] button. Click the [Select All] button below the
Template list box to select all members of the template.

Note:  Routees may be removed from the routing sheet by highlighting the desired routee from
the Route To list box and clicking the [ 4 ] button.

6. Click the[Select] button next to the Route to PD? User field.
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The Select PD? User window opens.

Select PD® User

PO Uzers
Drarninic Joel

Sarak Joyce
System Administrator

Selent {  LCancel

|Warning: Applet Windaw

Figure 205: Select PD? User Window

Note:  When the user clicks the [Select] button next to the Route to PD? User field on aroute
sheet for a PR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

7. Highlight the appropriate Contracting Officer.

8. Click the[Select] button.
The PD? user selected displaysin the Route to PD? User field on the routing sheet.

9. Click [OK] toinitiate the routing sheet.

Editing a Routing Sheet

PRweb users with appropriate security access may edit (add and remove users from) an existing
routing shest.

To edit arouting sheet:

1. Fromthe PRweb user’s desktop, open aPR.
PRweb users can edit routing sheets for PRs that reside in their Inbox and Outbox.

2. From the menu, select File > Route.
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The Routing Sheet window opens.

Routing Sheet - 123 Train

Routing Sheet

View Routees By ™ All Users

" Group Templates
€ Template I ;I

Uszer - Route Ta

2345678901 2345675901 2345 0-PEGGY THOMPSON
AMY MEHMERT

MY MEHMERT

AUSERTP
BALEY KUMINS

BARBARA ALERT

BaREARA BROCK E
BaRBARA ERROR 2
BARBARA USER A&

Seleat Al |

Route to POE User: I Select.. |
lll‘llliew GrDuF‘S.“ | ............ |:i K: ........... .\fl Eanl:el I

|'W'arning: Applet \Wwindow

Figure 206: Routing Sheet - <Purchase Request Number> Window

3. Select additional routees for the routing sheet by highlighting desired users or groups from the
User, Group, or Template list box, respectively, and clicking the[ ) ] button.

4. Remove routees from the routing sheet by highlighting desired users or groups from the
Route To list box and clicking the [ ¢ ] button.

Note: Edits must reflect the appropriate route sequence. For example, to add a routee before an
existing routee, remove the existing routee, add the new routee and then re-add the
original routee. The creator of the PR may not be removed from the routing sheet.

5. Change the PD? user designated to receive the PR in the Route to PD? User field if
necessary.

6. Click [OK] to save changesto the routing sheet.
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Creating a Non-Custom Routing Sheet

Users with non-custom routing privileges may create routing sheets based only on defined
templates. Users do not have custom routing privileges if they are members of security groups
that cannot custom route. These security groups can have one or more routing templates
associated with them. The PRweb System Administrator maintai ns security groups.

Creating Template Route Sheet by Selection

Users with non-custom routing privileges may be assigned to a security group with more than one
routing template associated with it. In this case the user may choose the routing template to route
aPR.

To create arouting sheet:

1. Fromthe PRweb user’s desktop, highlight a PR.

2. From the menu, select Purchase Request > Route.
The Routing Sheet - <Purchase Request Number> window opens.

Routing Sheet - ABC123

Templates: | [Mane] |

Routees:

PDE zer:

k. Cancel

|Warning: Applet Window

Figure 207: Routing Sheet - <Purchase Request Number> Window

3. Select the desired route template from the Templates drop-down list box.

The members of the template display in the Routees list. The PD? user associated with
the template displays in the PD? User field.

4. Click [OK] to save the routing sheet.
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Creating Template Route Sheet by Non-Selection

Users without custom routing privileges may be assigned to a security group with only one routing
template associated with it. In this case the PR is automatically routed when the user choosesto
route the PR.

To create arouting sheet:

1. Fromthe PRweb user’s desktop, highlight a PR.

2. From the menu, select Purchase Request - Route.

The PRisrouted automatically. The I nformation window opens.

Information

& Purchaze Request ABCT 23 haz been routed
succezsfully,

|Warning: Applet Window

Figure 208: Information Window

3. Click [OK] to return to the PRweb desktop.

Approvals
The PRweb module facilitates the el ectronic approval of PRs and PR Mods. When aPR or PR

Mod isreceived in auser’s Inbox, that user can review and approve the document, reject the
document, or designate contingent approval of the document.

Approving a Purchase Request or PR Mod

PRweb users may electronically approve a PR or PR Mod. An approved PR or PR Mod is
removed from the user’ s desktop and continues on through the routing process to the next user
designated on the routing sheet.

To approve aPR or PR Mod:

1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in the I nbox.

2. From the menu, select File > Approve.
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The Approval - <Purchase Request Number> window opens.

Approval - 123Train
Approval
Status:

Comments:

k. Cancel

|Warning: Applet Window

Figure 209: Approval - <Purchase Request Number> Window

3. Select “approved” from the Status drop-down list box.

4. Enter commentsin the Commentsfield, as necessary.

Note: The Comments, Approval Date, and Status display in the Approval History. For more
information regarding Approval History, refer to this chapter on “View Approval
History”.

5. Click [OK] to approve the PR.

The PR displays in the Inbox of the next user designated on the routing sheet. If there
are no more PRweb users on the routing sheet, the PR displays in the I nbox of the PD?
user designated on the routing sheet.

Note: Ane-mail aertissent to al users on the routing sheet when a PR is marked “Rejected”
or “Contingent”. The e-mail contains the comments entered in the Approval window.

Rejecting a Purchase Request

PRweb users may reject a PR or PR Mod during the approval process. The rejected document
continues on through the routing process to the next user designated on the routing sheet. A copy
of the rgjected document remains in the Rejecting Authority’ s Inbox as a reminder that the user
has a rejected document that requires change, either by the user, the creator of the document or
another user on the routing sheet. The PR or PR Mod is not sent to PD? until it is fully approved.

Toregect aPR or PR Mod:
1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in the I nbox.

2. From the menu, select File > Approve.
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The Approval - <Purchase Request Number> window opens.

Approval - 123Train
Approval
Status:

Comrments;

k. Caricel

|Warning: Applet Windaw

Figure 210: Approval - <Purchase Request Number> Window

3. Select“rejected” from the Status drop-down list box.

4. Enter commentsin the Commentsfield, as necessary.

Note: The Comments, Approval Date, and Status display in the Approval History. For more
information refer to this chapter on “View Approva History”.

5. Click [OK] to rgject the PR or PR Mod.

The creator of the PR or PR Mod receives an e-mail aert. The document remainsin the
Inbox of the rejecting authority. If there are no more PRweb users on the routing sheet, the
document remains in PRweb until the rejecting authority approves the PR. At that time, the
document displaysin the I nbox of the PD? user designated on the routing sheet.

Note: Ane-mail dertissent to al users on the routing sheet when the document is marked
“Approved”, “Rejected” or “Contingent”.

Designating Contingent Approval of a Purchase Request

PRweb users may give contingent approval of aPR or PR Mod. Contingent approval of the
document does not stop the approval process. The doucment continues on through the routing
process to the next user designated on the routing sheet. A copy of the document remainsin the
approving authority’ s Inbox as areminder that the user has a PR or PR Mod that needs to be
changed, either by the user, the creator of the document or another user on the routing sheet. The
document is not sent to PD? until it is fully approved.

To give contingent approval of aPR or PR Mod:
1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in the I nbox.

2. From the menu, select File > Approve.
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The Approval - <Purchase Request Number> window opens.

Approval - 123Train
Approval
Status:

Comrments:

] Cancel

|Warning: Applet Window

Figure 211: Approval - <Purchase Request Number> Window

3. Select “contingent” from the Status drop-down list box.

4. Enter comments as necessary in the Commentsfield.

Note: The Comments, Approval Date and Status display in the Approval History. For more
information regarding Approval History, refer to this chapter on “View Approval
History”.

5. Click [OK] to authorize contingent approval of aPR or PR Mod.

The creator of the PR or PR Mod receives an e-mail aert. The document remainsin the
Inbox of the user who gave contingent approval of the document. If there are no more PRweb
users on the routing sheet, the document remainsin PRweb until the contingent approver
approves the document. At that time, the document displaysin the Inbox of the PD? user
designated on the routing sheet.

Note: Ane-mail alertissent to all users on the routing sheet when a document is marked
“Approved”, “Rejected” or “Contingent”.

View Approval History
PRweb users may view the Approval History of aPR or a PR Mod that currently resides on their
desktop. The Approval History displays the approval status and date for all users assigned to the
routing sheet and any comments that may have been included. Thelist displaysin chronological
order with the most recent approver asthe last entry. |f the document is returned routed from PD?
the status shows as return routed.
To view Approva History:
1. Fromthe user’s desktop, highlight a PR or PR Mod.

2. From the menu, select Purchase Request - View Approval History.
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The Approval History - <Purchase Request Number> window opens.

Approval History - Yiew Approval History

Approver | [rate Status Commentz
DiiashAb MO $ 16-tap-2001  approved
ADUSERTOH 16-Map-20001  approved
ADUSERT1H 16-tap-2001  approved
smwebdy 3 [PD2] 16-bap-2001  return routed

Cloze |

|Warning:AppletWindDw

Figure 212: Approval History - <Purchase Reguest Number> Window

Note: Using the Approval History is an effective way of determining the location of agiven PR

or PR Mod.

3. Click the[Closeg] button to close the Approval History window.
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Chapter 10: Reports

PR Status Report In This Chapter...
PRweb users can generate PR status reportsto _Usi ng the Reports function described
identify the procurement stage for a given in this chapter, you can:
requirement. The PRweb module directly . :
interfaces with PD? and pulls up-to-date VAT (e Sk TElREpens
information for the requesting agent. The user can »  Generate pre-formatted Standard
view the PR Modification, milestone plan, Reports

solicitation, and award for a given reguirement.
To generate aPR Status Report:

1. Fromthe menu, select Purchase Request > PR Status Report.
The PR Status Report window opens.

Note: The PRweb, All, and Group(s) radio buttons on the PR Status Report window are
based on rights assigned to a user at the group or user level by the System Administrator

and may not display for every user.
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........ Query Result Search Criteria Search By Display
& MyPR:  PRwsb
Begin Date End Date & PR Mo, © Groupls] O Al
I I " Desc. |TF|A ;l
Search | Clear | Close
FR Murnber: |
Creation D ate: I—
Dezcription; I

Smmmany BepeETte. I

|Waming: Applet Window

Figure 213: PR Status Report Window

2. Select the appropriate Sear ch By radio button.

PR No.:

The PR No. radio button allows the PRweb user to search by a specific purchase
request number. Users can enter the first character of the purchase request
number in the Sear ch Criteria field, followed by the “%" sign, and all PRs
beginning with that character that also meet the other criteria designated in the
PR Status Report window display.

The Desc. radio button allows the PRweb user to search by a specific PR
description. Users can enter the first character of the PR description in the
Search Criteriafield, followed by the “ %" sign, and al PRs beginning with
that character that also meet the other criteria designated display.

3. Select the appropriate Display radio button.

My PRs:

PRweb:

All:

The My PRsradio button allows the user to display only PRs that were created
by the user and reside in PD% PRs that are return routed from PD? do not

display.
The PRweb radio button allows the user to display PRs that were created by any

PRweb user and residein PD% The PRweb radio button is visible only if the
user hasrights.

The All radio button allows the user to display all PRsthat reside in PD?
including PRs created in PRweb. The All radio button isvisible only if the user
has rights.
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Group(s): The Group(s) radio button allows the user to display the PRs that reside in PD?
and were created by members of the group(s) she/lhe manages. The Group(s)
radio button enables a drop-down list box listing all the groups the user
manages. |If the non-administrative user manages more than one group, the
drop-down list box includes the “ All My Groups® option. The drop-down list
box is disabled if the user is the manager of only one group. The Group(s)
radio button and drop-down list box are not visible to a non-administrative user
that is not the manager of any groups.

4. Enter the Search Criteria followed by the universal search symbol (%).

Note:  For more information regarding the use of the Search Criteriafield, refer to “ Search
Function” section in Chapter 2: PRweb Desktop.

5. Enter abeginning date in the Begin Datefield.

Entering a Begin Date further qualifies the search to find only those PRs that were created on
or after the entered date. Users can enter the date manually or utilize the Auto-Calendar
feature.

6. Enter an end datein the End Date field.

Entering an End Date further qualifies the search to find only those PRs that were created on
or before the entered date. Users can enter the date manually or utilize the Auto-Calendar
feature.

Note: Both the Begin Date and End Date fields are required.

7. Select the [Search] button to view the results of the search.
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Query results display in the query box on the left side of the window.

Figure214: PR Status Report Window

8. Double-click a PR beneath the Query Resultsicon.

Note:  Each result contains a parent PR folder with three associated folders: Award, Solicitation,
and Milestone Plan.

9. Open asub-directory folder and highlight the associated object number to display status
information.

Note:  Selected object information displays in the lower right corner of the PR Status Report
window. Only sub-directory folders with a plus sign (+) next to them can be opened.

10. Click the[Summary Report] button to view the Summary Report window.
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The Summary Report window opens.

Simuumary Repaord !I

FR Humbe Appy Candd | Solicigion Fslsased Frraid] Aeleased Frnded i)

JECE B -{-C-000r £110.000.00

_ o _|

Figure 215: Summary Report Window

Note:  The Summary Report window provides a snap-shot of the procurement actions for all
PRs displayed in the PR status query results.

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

11. Click the [Close] button to return to the PR Status Report window.
12. Click the[Clear] button to clear the criteria and create another query.

13. Click the [Closg] button.

Standard Reports

PRweb users can generate pre-formatted reports, pulling information directly from the PRweb and
PD? databases. PRweb users can request custom reports from American Management Systems
(AMS). Currently, there are three standard reports: PRweb L ocator Report, View Canceled PR
Status Report and View Open PR Status.
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PRweb Locator Report
1. Fromthe menu, select Purchase Request > Standard Reports.

The Standard Reports window opens.

Standard Reports X|

Select Repaort

M ame | Dezcription
PRweb Locatar B eport Location of PRz in raute far five or more elapsed days.

Yiews Canceled PR Statuz Report Report on canceled PR
Yigw Open PR Statuz Report Repart on location of non-approved PRx

K1
Sort By
| =

E nter the new value far:

I Enter |

Parameter Wallie

0k, Cloze

Warning: Applet Window

Figure 216: Standard Reports Window

2. Double-click the PRweb L ocator Report from the Select Report panel.

The PRweb Locator Report provides alist of all PRs that have been in PRweb for a
minimum of five days. The report displays associated information for each of these PRs
(i.e., PR number, description, creator, and creation date) including the total of daysin
route and in PRweb, the name of the user and/or group who had the PR the longest and
number of daysin the longest station. The report also displays the current station and

number of daysin that station.

Note:

3. Choosethe desired Sort By option from the drop-down list box.

The Sort By drop-down list box allows the PRweb user to sort the information in the report
by the text in any data column that is available in the Sort By drop-down list box.
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Standard Reports X|

Select Repaort
M ame Dezcription

PRweb Locator B eport |ocation of PR = in route faor five or more elapser

Yiews Canceled PR Statuz Report Report on canceled PR

Yigw Open PR Statuz Report Repart on location of non-approved PR: —
1| 3
Sort By
|F'Fi M umber -

E nter the new value far:

I Enter |

Parameter Wallie

0k, Cloze

Warning: Applet Window

Figure 217: Standard Reports Window

4. Click [OK] to generate the Report.
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The PRweb Locator Report window opens.

PRweb Locator Report
FR Numh| Descriptin:n| Creatar | Ereatinnq Statian n:|f| ﬂn:nfDa_l,ls| Eurrent5t| ﬂn:nfDa_l,ls| Tatal D a
23 234tez Copy of te: user? 20071-04-31 uzerd 9 uzerd 9 9
BE/Atest  Copy of ke uzer? 2001-04-31 uzerd 9 Lzerd 9 9
DAETA3C DABT43L dvamming 2001-04-11 uzery 14 Lizery 14 14
SPAZANE WAIT 4-2: ADuzerlf 2001-04-17 ADuser2ff 22 ADuzer2ft 22 22
SPAZA0-3 2wAlT 4- ADuzerl# 2001-04-10 ADuser2 21 ADuzer2ft 21 21
report] report] Lzerz 2007-04-1! users 15 LIZErs 15 19
report? report? LizErz 20010418 uzerm 15 LIz 15 15
reportd reportd LIZEms 2001-04-20 uzeng 15 LzErg 15 15
reporth reporth Lgeny 20071-04-2 uzerg 15 uzerng 15 15
reportG reportG Lizeqy 2001-04-20 uzerg 15 LizErg 15 15
best03 best03 |JzerB 2001-04-17 Usent, 26 Iz, 26 26
testh /0 testing e uzerd 2001-04-31 uzerb 9 Lzerb 9 9
testPR 7Y Copy of ke uzer? 2001-05-00 uzerd a Lzerh a a
testroute]  test routing userg 2007-04-21 [testgrd) 13 [teztgr3] 13 13
ﬂ 5

L | < Breymous = e Frint HTHL Report

|Warning: Applet Window

PR Number

Description

Creator
Creation Date

Station of Longest Stay

# of Daysin Longest Station

Current Station

# of Daysin Current Station

Total Daysin Route

Figure 218: PRweb Locator Report

The number designated in the Pur chase Request
Number field of the PR.

The full description contained in the Description
field.

The creator of the PR.
The creation date of the PR.

The name of the user who had the PR in his’her Inbox
the longest.

The number of days that the PR was in the longest
station user’s Inbox.

The name of the user who currently hasthe PR in
higher Inbox.

The number of days that the PR has been in the user’s
or group’s Inbox.

The total number of days, from the route date to the
report generation date, that the PR has been in PRweb.

Note:

The user can adjust the width of each column by clicking on the line separating each

column and holding down the left mouse button and dragging the cursor to the right or

left.
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Print HTML Report:

Details:

Previous:

<<

When auser clicksthe [Print HTM L Report] button the Custom
Reports— Internet Explorer window opens allowing the user to
print the PRweb Locator Report.

The [Details] button allows the user to view details associated with a
PR. The[Details] button is enabled only if there are additional
detail s associated with the report currently displayed on the screen.

A user selects arow from report in the window and clicks the
[Details] button to view the details.

The [Previous] button allows the user to return to the previous
Standard Report window. The [Previous] button is enabled only if
thereis any preceding information. A user selects the [Previous]
button to display the information previously viewed.

Press the [<<] button to return to the Standard Reports window.

5. Click the [Closg] button to return to the Standar d Reports window.
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View Canceled PR Status Report
The View Canceled PR Statusreport provides alist of al PRs created in PRweb that have been

canceled in PD?,
1. Fromthe menu, select Purchase Request > Standard Reports.

The Standard Reports window opens.

Standard Reports X|

Select Repaort

M ame | Dezcription
PRweb Locatar B eport Location of PRz in raute far five or more elapsed days.

Yiews Canceled PR Statuz Report Report on canceled PR
Yigw Open PR Statuz Report Repart on location of non-approved PRx

7|

Sart By
| =l

E nter the new value far:

I Enter |

Wallie

Parameter

0k, Cloze

Warning: Applet Window

Figure 219: Standard Reports Window

2. Double-click the View Canceled PR Status from the Select Report panel.

The View Canceled PR Status Report providesalist of all PRs created in PRweb that

Note:
have been canceled in PD%

3. Choosethe desired Sort By option from the drop-down list box.

The Sort By drop-down list box allows the PRweb user to sort the information in the report
by the text in any data column that is available in the Sort By drop-down list box.
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Standard Reports
Select Report

M arne | Description
PRweh Lacatar Beport Lacation of PRz in raute far mare than five days.

Wiew Canceled PR Status Report Report on canceled PRs
iews Open PR Statuz Report Report on location of non-approved PRz

[
Sort By
|F'H Murnber =]

E nter the new walue far:

Parameter Walle
BEGIM DATE 01,/01,/2000
EMD_DATE 09/28/2000
ORIGINATOR 4
Ll 3

0k, Cloze

|'W'arning: Applet "Window

Figure 220: Standard Reports Window

4. Double-click the desired Parameter from the panel.

Note: The Parameter table allows the user to further define the search results. For example, if
auser wanted to view PRs created on a specific day, the user can select the
BEGIN_DATE and END_DATE parameter from the table and that date can be entered in
the Enter the new value for box. If the user changes the Parameter, the user must click

the [Enter] button for changes to take effect.

5. Click [OK] to generate the report.
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The View Canceled PR Status Report window opens.

Yiew Canceled PR 5Status Report
PR Hurber | Description | Creatian Datel Originatar | Catceled Da1 Catceled E!_I,I| KO MHaotes
canceled] canceled] 20010514 0f bhtest 20010514 10 bbrd2d42
canceled10  canceled10  2007-05-14 10 bhtest 20010514 10 bbr2ddZ
canceled2 canceled2 2007-05-14 0F bbtest 20071 -05-14 10 bbr22dd2
canceled3 canceled3 20010514 0f bhtest 2001051410 bbrd2d42
canceledd canceledd 20010514 0f bbtest 20010514 10 bbr2d42
canceleds canceleds 20010514 ¢ bhtest 20010514 10 bbrd2d42
canceleds canceleds 20010514 ¢ bbtest 2001-05-14 10 bbr2d42
canceled? canceled? 20010514 10 bbtest 2001-05-14 10 bbr2d42
canceledd canceledd 20010514 10 bhtest 20010514 10 bbrd2d42
canceledd canceledd 20010514 10 bhbtest 20010514 10 bbr2ddZ
LI 3
e | < Breymue [etaz Frint HTHL Report
|Warning: Applet Window

Figure 221: View Canceled PR Status Window

Note:  The user can adjust the width of each column by clicking on the line separating each
column and holding down the left mouse button and dragging the cursor to the right or
| eft.

Note: The user can click the [<<], [Previous], [Details], or [Print HTML Report] button to
aid in the report generation process.

6. Click the[Closg] button to return to the Standar d Reports window.

View Open PR Status Report

The View Open PR Status Report provides alist of all PRs currently in PRweb and their current
location.

1. Fromthe menu, select Purchase Request > Standard Reports.
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The Standard Reports window opens.

Standard Reports x|

Select Report

| Dezcriptian
Location of PR in route for five or more elapzed days.

Repart on canceled PRz
Feport on location of non-approved PRz

M arne

FRweb Locator Report
Yiew Canceled PR Status Beport
Yiew Open PR Statuz Report

[

Sort By
| =l

E nter the new walue far:
Enter |

Walle

Parameter

0k, Cloze

YWarning: Spplet Window

Figure 222: Standard Reports Window

Double-click the View Open PR Status Report from the Select Report panel.

3. Choosethe desired Sort By option from the drop-down list box.

The Sort By drop-down list box allows the PRweb user to sort the information in the report
by the text in any data column that is available in the Sort By drop-down list box.
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Standard Reports

Select Repaort
M ame | Dezcription

PRweb Locatar B eport Location of PRz in raute faor mare than five days.

Yiew Canceled PR Status Report Repart on canceled PRz

Yiew Open PR Status Beport Feport on location of non-approved PRz

D | 5
Sort By

|I:reati-:|n Date =]

E nter the new value far:

Parameter Wallie
BEGIMN DATE 01,01 /2000
EMD_DATE 09/28,/2000
QRIGINATOR 4
LI 3

|Warning: Applet Window

Figure 223: Standard Reports Window

4. Double-click the desired Parameter from the panel.

Note: The Parameter table allows the user to further define the search results. For example, if
auser wanted to view PRs created on a specific day, the user can select the
BEGIN_DATE and END_DATE parameter from the table and that date can be entered in
the Enter the new value for box. If the user changes the Parameter, the user must click

the [Enter] button for changes to take effect.

5. Click [OK] to generate the report.
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The View Open PR Status Report window opens.

View Open PR Statusz Report
Creation D ate | Originator | PR Mumber | Dezcription | Location | Status
2000-09-01 16:2 shannon® inztall best inztall test shannon® draft =
2000-03-01 16:2 zhannon® initialbuwild initialbuild shannon® draft
2000-03-01 17:2 denabw1# b bve denabw it draft
2000-09-05 122 denabvlft bee 9/5/00 b 9/5/00 denabvi draft
2000-09-05 12 pamuser create DPAs Priority Rz pamuser draft
2000-09-06 102 denabywl# 94642000 b 9/6/2000 denabyl draft
2000-09-06 12C bbtest bbsuggested ve bbsuggested ve PamiGrpl pending appr
2000-09-06 121 bbtest bbviewsumz bbviewsumz bbhannah rejected
2000-09-06 121 bbtest bbviewsumz bbviewsumz bbgab pending appr
2000-03-06 13 bbtest bbdontywiew bhdontyiew bbtest draift
2000-03-06 13 bbtest bbview bibevigw bbtest draft
2000-09-06 1234 acquserd 123Train Training acquserd draft
2000-09-06 12E bbtest mijtestforbb bbtestattachmer bbtest draft
2000-09-06 14:z bbtest bbaddinpd bbaddinpd bbtest draft
2000-09-06 15:1 bbtest bbaddsuggvend bbaddsuggvend bbbaley pending appr
2000-09-06 15z dwammino] DD254 DD254 dvamminozt rejected
2000-09-06 15z dvammino]H DD254 D254 dvammino3t pending appr
2000-03-06 15:2 michaelk, 0052000-0302 Code Revizsion & michaslk draift
2000-09-06 15:E tp 032309-2w Contract Level F tp draft
[0 | 3

G | < Erevious [Metars Print HTML Repart :
|Warning: Applet wWindaw

Figure 224: View Open PR Status Window

Note: The user can adjust the width of each column by clicking on the line separating each
column and holding down the left mouse button and dragging the cursor to the right or
left.

Note: The user can click the [<<], [Previous], [Details], or [Print HTML Report] button to
aid in the report generation process. Click the [Closeg] button to return to the Standard
Reports window.
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Chapter 11: Transfer Document

The Transfer Document functionality allows a PRweb In This Chapter...

user with managerial rights to transfer PRs and PR

Mods from one managed user to another managed Using the Transfer Document feature
user. The manager is able to transfer PRs and PR described in this chapter, you can:
Mods that reside in a managed user’s Drafts, Inbox,

and Outbox folders. However, PRs or PR Mods are »  Transfer ownership of PRsor
not available for document transfer if the document PR Mods from one manager
resides in the Inbox folder and has been routed to a user to another managed user

group.

Transfer a Document

To transfer adocument:

=10l x|

File Preferences Purchase Reguest
ERER]Cratts
I:l Inko
- Duthax
I:l Archive

I munvayhlanager

|..|ava Applet wWindow

Figure 225: PRweb Transfer Menu —Manager Desktop

1. Fromthe menu, select Transfer = Transfer Documents.
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The Select Managed Users window opens.

Note: TheManaged Userslist box displays all the users that the current user manages.

i Select Managed Users - O] x|
Managed Uszers
Transfer From
Llger Marme Full Marme El
amyxhoo Michelle Wiay |
gdonohue GEME DOMOHLUEB :
a2 R A2
TRy Pl AY 3
nicole B Wwatzon Transier To
hicalep NICOLE -]
rmwayianager A MAMNAGE E' |
denavamminol® DEMNAWVAMBIMNOT3

Mext... Cancel

Warning: Applet Window

Figure 226: Select Managed Users Window

2. Select Transfer From user by highlighting the user from the M anaged User s list box and
clicking the[ p ] button.

The selected user’ s Full Name displaysin the Transfer From field as read-only.

Note: The selected user may be removed from the Transfer From field by clicking the[ ¢ ]
button.

3. Select Transfer To user by highlighting the user from the Managed User s list box and
clicking the[ p ] button.

The selected user’ s Full Name displaysin the Transfer To field as read-only.

Note: The selected user may be removed from the Transfer To field by clicking the[ ¢ ]
button.
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1 Select Managed Users

aryxhoo Michelle Wiay
gdonohue GEME DOMOHLUEB —_— |
a2 R A2

nicole B Watzon

rmwayiananer A MAMNAGE
denavamminol# DEMA VAMMIMO

MICOLE

Figure 227: Select Managed Users Window

4. Click the [Next] button to search for documents.
The Document Search window opens.
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Figure 228: Document Search Window

5. Enter valuesin the Search Criteria field.
6. Select appropriate Search By radio button.
7. Click the [Search] button.

The search results display in the Select Documentsto Transfer from <Transfer From
User Name> list box.

Note:  Only PRsand PR Mods contained in the Transfer From user’s Drafts, Inbox, and
Outbox folders display. Documents contained in the Archive folder are not available for
transfer. In addition, PRs and PR Mods are not available for document transfer if the
document resides in the Inbox folder and has been routed to a group of users.
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+ D ment Search 3 -d.n-lﬂ
Search Crlesia Smanch By
% o' Docannenl Munnbas

Select Documents o Transher lom mvesed

™ MEH
Semch I ~ b

Docurerd Type | Document Numer | Descripion KGN |

PR [mil it Tash 0E 100

PR Mod GADDGS-0001 PR Mod Info GLINF s

PR QADDFD Test D6/ 202

PR Mod TR R | TR PR Mod D1 202 ad V0L 24334

PR GANDTS Tast D6/ 202 - Test S MWI-02-123-4567

PR ADDAD BV DB 302 100501-134-3021 [N

Gebechad Documents lo Tiarafe bo nacols

Documend Type | Document Number | Description NEN

Risnoreg

0K Corcel

Figure 229: Document Search Window

8. Select the documents to be transferred by highlighting the desired documents from the Select
Documentsto Transfer from <Transfer From User Name> list box and clicking the
[Select] button.

The selected documents displaysin the Selected Documentsto Transfer to <Transfer To
User Name> list box.

Note:

Multiple documents can be selected or removed by using the <Shift> or <Ctrl> keys.
Also, the manager is able to double-click a document to move it back and forth between
the Select Documentsto Transfer from <Transfer From User Name> list box and the
Selected Documentsto Transfer to <Transfer To User Name> list box.

Note:

A document may be removed from the Selected Documentsto Transfer to <Transfer
To User Name> list box by highlighting the desired document and clicking the
[Remove] button. The removed document will display in the Select Documentsto
Transfer from <Transfer From User Name> list box.

Note:

Documents that display in the Selected Documentsto Transfer to <Transfer To User
Name> list box remain, unless removed. Thus, the manager is able to perform multiple
searches in order to select documents.
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WARRAASAAARARIASY PRS00 05 1005-00-649-1031
PR A&AD0Z Copy of FR with 2elirs 81 15-00-134-3555
R0 250 Inbox Ink o

PROOTE Tiest 084 202 - Test B WD 021 23- 4567
GeEnnm Tast PE102 1005-00-021-5004
@Am0s Tast 053102 1005-00-21 2-T177

Test DB 202
PR Mod OB 203 SX0-00-243-2349
Test 061 2037 - Tes So W01 334567

Figure 230: Document Search Window

9. Click the [OK] button in the Document Sear ch window.
10. Click [Yeq] to the Confirmation.

Note:  E-mail notifications are sent to the Transfer From user and Transfer To user informing
them of the documents that were transferred.
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Chapter 12: Help

The Help menu provides the PRweb user with In This Chapter...
various modes of user support including accessto
PRweb online help, SPS/AcquiLine Help Desk, and Using the Help functions described

About PRweb. in this chapter, you can:

e Access PRweb online help
e Contact the help desk
e Learn more about PRweb

=]
File Preferencez Purchaze Reguest QelEfEl
PRywwvekh Help...
: Contact Help Desk..
B Outhao "
D Mrohive About PRwweb.
I ey
IJava Applet \Window
Figure 231: PRweb Help Menu
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PRweb Help

The PRweb Help menu option allows the AcquiLine PRweb user to access the on-line PRweb
Help Guide.

To access the PRweb Help Guide:

1. Fromthe menu, select Help > PRweb Help.
The AcquiLine PRweb v2.3 Help window opens.

T mlf

i - B
v L2 0 A D] Qe dteein e | DS

lﬁ-lill'\;r.-\.l—mnh u-l-n.l-\.--_.-l:.-;.:hlln_..-h-_...-ml-LL :r] e
L lJ:lJ-ln-l.-Ih- s e o | e o D e !'_llh-lul i el .l_]h:l'qmﬁlm— ] R - g

Acgulire FRweG vo X Help
TR O I A s FERD Rl I S

TH TS W I ST RO S, ©F T T W M T AT PR O 8 T e D L iR i B MLDWEE B (CTROT AL S LT, O B
A ey e e i be gy Toaeerh & e e fopea, wrabis e Falble: of Conieris ies 521 Seeech feriuse jry b seg o P S e st ToFee e sers
BN A EE CERRT FlL, Ok TF [ S Tre B | amenl A i B a0t il W L [ e S 18 SR I T 0 L 0 b e DR
BN RO W N [ N E VR T Ty o o [Forserd] suSora 5 ws Aol I ET O S PR Ve 50D . DT WO KD PR DTTNIEE W
Erghisghind Cloion Fe e wEe sd pane @ p i e sho fe e

Hpg D | T: Help Topdcs

Funciieeml s Purchase fobquest Coeather srd 8 an sges s m

Syutwr Adminatretor. Sie and PFarsosral Beragemai

#ihoud Azquiline Fitess

Acapiline

" £l
L ale ] =Y T
Figure 232: AcquiLine PRweb 2.3 Help — Microsoft | nternet Explorer Window
2. Double-click on the desired topic.
Contact Help Desk
The Contact Help Desk menu option allows the PRweb user to access the PRweb Product
Support web page and submit/receive electronic questions/answers for functional and technical
issues.
To contact the SPS/AcquiLine Help Desk:
1. Fromthe menu, select Help - Contact Help Desk.
AcquiLine PRweb v2.3 209 July 29, 2002

Functional User’s Guide



Chapter 12: Help

The PRweb Product Support web page opens a new Web browser window.

AT S | SR e Help sk Sarees] | creeed Paphier prossiced e 555 _._ﬂ!
| D G e e e 3
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.
aininly SPS/AcquiLine Help Desk v i
——— P earch.,
= L]
ﬁl bl i Faas ¥ g e srperean s g prebee or e pesinns sheie shy of |he Sroudice radaes pou cen
s hi lbw arimeniss SRS Kepwisdos Pisss l rfemomie regevkeg pagt isses Ciek bave ja saprh
1w S5P5 Erapelpige Hage H yoir queston egueesy an ARl Halp Degh sprssraine, pooss e vigencad Saneh
_Elﬂl H'l_ yrar pie'n Sgimenzed Calayel reriari the SP0 Help Oeek
|
- oot
[T sl L
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e Ty B
Froducl &5 | Ao Page
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I TN §0 PR ofv 500, BETRIARDE | W RN o e mine
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:,\:ﬂ L, Tﬂd-lu @ Eay :l
i=......... F— - =
Figure 233: Product Support Web Page
2. Click on SPS K nowledge Base.
The AMS SPS Knowledge Base window opens.
Here you can find answers to the most frequently asked questions about PD?, SPS-| or
PRweb. Other topicsinclude Headlines, Work Stations and Help Desk Records.
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About PRweb

The About PRweb menu option allows the PRweb user to view the application name and version.
To open the About PRweb window, select Help - About PRweb from the desktop menu bar.
To return to the desktop, click the [Close] button.

& About PRweb X
&q!#ﬂff

Acguiline - PRweb
Releaze Version 2.3

American Managemert =ystems, Inc.

Java Applet \Window

Figure 234: About PRweb Window
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A

Access Rights

The privileges given to users by the System Administrator that determine whether they can view,
change, move, or delete an object owned by themselves or another user. Generally, also refersto
the privileges associated with menu choices and document creation. Access Rights are defined in
System Administration.

ACRN
Accounting Classification Reference Number. A two-position alpha or aphanumeric control code
used to relate the accounting classification citation to detailed line item information.

Active Window

The window in which you are currently working (not necessarily the window that opens on the
screen). The Title Bar of an active window is highlighted in a different color, usually blue, than
any other open window on the Desktop. Any new documents created are automatically placed in
the Active Window.

ADC

After Date of Contract. Used in lieu of specified delivery dates when the delivery of an item
cannot be established until a contract isin place. Calculated based on the effective date of a
released award or the delayed effective date (whichever islater). Delivery may be specified asa
certain period of time after award of the contract. Used as one of the delivery date optionsin Line
Item Detail.

AFATA

After First Article Test Acceptance. Used to define delivery dates when aFirst Article Test is
required. Used as one of the delivery date optionsin Line Item Detail.

AMS

American M anagement Systems, Inc. Located in Fairfax, VA, the prime contractor of AcquiLine
PRweb and PD?.

Approval

A PRweb process that permits authorized users to electronically approve procurement documents.
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Attachment

A third party file (e.g., Word or Excel or any third party software that is OLE 2.0 compliant) used
in the procurement process. As an attachment in AcquiLine, this file can be associated with a
document and is represented by an icon on the desktop.

Auto Calendar
A feature that allows the PRweb user to enter adate on afield from a calendar interface.

B

Buttons

Buttons in a window that initiate an immediate specific action; e.g., [Search], [Select], [Add] or
[Delete].

C

CLIN

Contract Line [tem.

Contingent Approval

An approval action specifying that the user approves a document under certain conditions. If a
document is contingently approved, comments should be provided detailing why it has not been
“fully approved” in the field provided on the Approval Sheet.

Contacts

Names of key personnel in the Vendor and Organization profiles. Contact names display in the
appropriate fields in documents and may be used as search criteriain the Address Sear ch
window.

D
DD254

A Contract Security Classification Specification form. Thisform provides general security
requirements for a particular requirement package.
Desktop

The user's workspace in PRweb. This workspace contains job-related tools (e.g., applications,
utilities, and reference materials), items being worked on, and files of completed actions (e.g.,
documents, spreadsheets, forms, and reports).

DFARS
Defense Federal Acquisition Regulation Supplement.

AcquiLine PRweb v2.3 213 July 29, 2002
Functional User’s Guide



Glossary of Terms

Drop-Down List Boxes

Boxes that “drop-down” to display alist of options. These are indicated with a downward
pointing arrow.

F

FAR
Federal Acquisition Regulation.

Fields

Rectangular boxes in which textual information is typed.

Folders

Containers used to organize multiple related files or documents.

G

Group

A common collection of users. Groups can be defined by office, position, or title. Group
information is maintained in System Administration.

GUI

Graphical User Interface. The software 'front-end’ to most applications that allows the use of
windowing, menu, and mouse techniques.

H

Hypertext

A form of on-line help in which users “jump” or move easily between related topics by clicking on
acertain type of text. Thisisafeaturein PRweb On-line Help.

Icons

Small picturesthat represent files, applications, or documents.
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J

Job Order Number

A cost accounting number that links funding to a specific task or job; e.g., construction or ship
repair. In PRweb, job order numbers may be entered by any user. Accessto job order numbersis
limited to specified users unless accessis provided to all usersin PD? System Administration. Job
order numbers are entered in procurement documents from the Funding Sour ces window.

L

Local Info

Local Information fields that are used to enter data that does not display elsewhere in PRweb or
PD2. Fieldsare designated locally to capture information needed for reporting and tracking
purposes.

Logon

Accessing the PRweb applet with a username and password.

M

Menu

A list of commands that typically appearsin a bar across the top of awindow directly below the
Title Bar.

Milestone Plan

A utility used in PD? to create a schedule for completion of a contracting action and to record
progress against the schedule.

MILSTRIP

Military Standard Requisitioning and | ssue Procedure. Number may be entered in Line Item
Detail.

Multiple Deliveries

Refersto delivery information when a user has added more than one delivery in PD2 to aline item.

N

NAICS

North American I ndustry Classification Standards. Code for the North American Industry
Classification System to classify individual businesses.
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NSN

National Stock Number. A thirteen-position alphanumeric code that specifically identifies an
item.

O

OLE
Object Linking and Embedding. Provides the interface between PRweb and third party software.

Outbox

Object in which items are placed when they have been routed to other PRweb users. Displaysasa
container on the PRweb desktop.

P

PD2

Procurement Desktop - Defense. Pronounced "PD Squared." The commercial software product
that the government acquired competitively to satisfy the requirements laid out by the Standard
Procurement System program office. A combination of operating environment, applications, and
utilities that run in Microsoft Windows.

PR

Purchase Request. The generic, non-service specific document in PRweb that is used to record the
requesting activity's requirement.

PR Maod

Purchase Request M odification. A document that is used to modify a released Purchase Request.

Preferences

A group of optionsthat define the settings on a user's desktop.

R

Radio Buttons

Buttons that represent a group of mutually exclusive choicesin awindow. They are round and fill
with a dark circle when selected.

Refresh All

Allows the PRweb user to refresh all folders on the desktop to reflect changes.

Refresh Folder
Allows the PRweb user to refresh individual folders on the desktop to reflect changes.
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Reject

An action indicating a PR has been rejected. If adocument has been rejected, comments should
be given in the field provided on the approval sheet.

Route Template

Allows the PRweb user to create his’her own specific route templates to complement current
approval processes. Only users with appropriate security rights can create route templates.
Routing

Sending PRs and attachments to PRweb and PD? users. Accessed from either the Purchase
Request File menu or desktop Purchase Request menu.

Routing Sheet

A form that specifies the users to whom a document is to be routed and the order in which that
routing is to occur.

S

Select

The process of clicking on or highlighting an object.

SPS

Standard Procurement System.

SubCLINs

Sub Contract Line ltems.

System Administration

A series of tasks that the System Administrator uses to manage and support PRweb features, such
as security, access rights, user information, and templates. For more information on System
Administration, refer to the AcquiLine PRweb System Administrator’s Guide.

System Administrator

Title given to the person(s) responsible for creating and maintaining the data to support PRweb.
For more information on System Administration, refer to the AcquiLine PRweb System
Administrator’s Guide.

T

Tabs

Rectangular buttons above forms that enable the user to easily move between the parts of a form.

Title Bar
The space at the very top of awindow that indicates the application or object being worked in.
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U

Universal Search Criterion

The percent sign (%) is used as the "wildcard" character in searches for vendors, organizations,
objects, and keywords. It can be used alone to search for all itemsin the database in a given
category or it may be used in conjunction with letters or words to narrow the search.

User

Theindividual person using PRweb. The user account is maintained in System Administration.
Each user has a username, password and contact profile.

W
Windows
Screens that display files and documents, and “hold” applications and utilities while they are being
used.
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